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Objective of the Application

The need for transforming conventional government offices into more efficient and transparent e-offices, eliminating
huge amounts of paperwork has long been felt. The eOffice product pioneered by National Informatics Centre (NIC)
aims to support governance by using in more effective and transparent inter and intra-government processes.

eFile, an integral part of eOffice suite is a system designed for the Government departments, PSU’s, Autonomous
bodies to enable a paperless office by scanning, registering and routing the inward correspondences along with
creation of file, noting, referencing, correspondence attachment, draft for approvals and finally movement of files as
well as receipts.
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Introduction

eFile is a workflow based system that includes the features of existing manual handling of files with addition of more
efficient electronic system. This system involves all stages, including the Diarisation of inward receipts, creation of
files, movement of receipts and files and finally, the archival of records. With this system, the movement of receipts
and files becomes seamless and there is more transparency in the system since each and every action taken on a file
is recorded electronically. This simplifies decision making, as all the required information is available at a single point.

It envisions a paperless office, with increased transparency, efficiency and accountability of the organization.

A revolutionary product aimed to make office work like never before in the history of Indian Governance, is based on
the Thirteenth edition of Central Secretariat Manual of Office Procedures (CSMoP) of the Department of
Administrative Reforms & Public Grievances (DARPG), Govt. of India.
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Need of eFile

Information technology has changed the life style of people over a period of time. At the same time, environment plays
a major role in the innovation of technology, and later technology became the need of the society.

Files and receipts became an important entity in any organization. There may be thousands of paper documents in
the form of Files/Receipts being dealt in an organization on a daily basis. Keeping record of these paper documents,
their movement and safety involves lots of time, money and efforts which in turn decreases the efficiency and
productivity of an organization.

So any organization looking for a solution that will allow them to capture the documents in digital form, archiving them
with some basic information for fast retrieval, movement of the document with the comment/remark, opening of file to
bring all related documents in one folder, noting on file, movement of file for approval finally issuance of letter to the
sender can go for this product.

What began with the development and implementation of the “File Tracking System” which was a major step towards
Less Paper Office, NIC (National Informatics centre) always in forefront in the adoption of new enabling technologies
in information and communication technology to meet the need of the organization/society, paved the path for the
eFile a workflow based product enabling end to end electronic file movement across the government.

Manual techniques for diarising, moving and recording of Files/Letters, makes the tracking of those files/letters a very
difficult task, thus delaying the work and decreasing the efficiency. Due to the inefficiency of tracking with the manual
system, there arose a need for a Computerized File Tracking System.

An automated office attempts to perform the functions of ordinary office by means of a computerized system. In a
manual office scenario, there are thousands of letters and files and their manual tracking is not a very easy task. A
computerized File Tracking System enables users to track these letters and files within seconds. Also, dispatch and
record keeping are made easy. It ensures proper distribution of work load, thus increasing the efficiency of the system
and bringing transparency to the system. The system simulates the manual system in a digital environment.
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eFile Modules:

Different sections that constitute eFile application are receipts, files, dispatch, reports, and so on. Each section
comprises of different links that helps the user to easily utilize the functionalities of different sections of the eFile.

First of all, let’s learn about how to use the receipts section of eFile.
Receipts
A receipt is a written document that a specified entity has been received as an exchange for services. In eFile,

receipts are created by the CRU which is further attached with the file to get processed and approved from the
higher authority.

There are various links available under Receipts section which is mentioned below:
1. Browse & Diarise
a. Physical
b. Electronic
2. Inbox
3. Email Diarisation
4. Created
5. Sent
6. Closed
7. Acknowledgement

8. Recycle bin

Let’s have an introduction about these Links one by one:
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Browse & Diarise:

The Browse and Diarise link under receipts section includes two sub modules:
1. Physical
2. Electronic

Let’s have an introduction about these sub modules one by one:

1. Electronic: In Electronic Module the browsing or uploading of the scanned document is
mandatory and then the Diarisation of scanned correspondence is done.

2. Physical: In Physical Module the browsing or uploading of the scanned document is not
mandatory, only the Diarisation of the received correspondence is done for tracking purpose.

In case of DAK that have a classified grading, proper grading levels are assigned to the DAK
while diarizing them in case of both Physical and Electronic receipts.

Classification levels are shown below in Fig.eFile.1:
o Normal
o Confidential
o Secret

o Top Secret

Is Classified | @ ves ) o Choose One "

Confidential
Narmal
Secret
Top Secret

Fig.eFile. 1

To browse and diarise the electronic receipts user has to perform the following steps:
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e Click the electronic module under Browse and Diarise (*_5°'= * == |) |ink of Receipts section, as shown in
Fig.eFile.2

Receipts (=]
b Browse B Diarise

+ Physical
I + Electronic I

b Inbox (4)

¥ Emazil Dizrisation
p Created

p Sent

b Closed

b Acknowledgement

p Recycle Bin

Files
Migrate File
Dispatch
DsC
Reports
Settings
Fig.eFile. 2

As a result, the Browse and Diarise screen for electronic receipt appears, as shown in Fig.eFile.3:
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Ts Clagsified U vez'® No

Upload Document * Browse | Upload | (o0 PiF st 2 0E)

Diary Detail

s

By Hand

thar T¥] Lsber ate

1575775013 | (M) Oiary Dite |13

2 pelivery
Mode?
Troe Latts
Recaved
Dzts
Number
Flbe: Nurmbay
Dealing
Hands
Minizty
Dapartment
ligma*®
Dasignation
Address 17
Addrazs 2
=Mzl
Organizabin Chozse ans
Country
State
Telephane
Main
Catogary*
5ub Category
Subieets

viP

| Chocse One E‘

Chosse ane

Chozsaane

7] Fincede

Chozse ans (7] Hablle

INDI2

Choeze Ore

Generats Ascaipt

| Yez #hio

I add to sddress baok

i

Fig.eFile. 3

In case of Classified DAK, uploading of document is not mandatory for CRU, only Delivery mode is
mandatory, but when it reaches to the intended recipient or at any section/officer, scanning including

all other esse

ntial fields are mandatory.

e Click the Browse () button from the Browse and Diarise screen. A File Upload dialog box appears,
as shown in Fig.eFile.4 :

Copyright ©

Choose File to Upload

Look in; | ¢ My Computer

S Local Disk {(C:)

E’V‘

My Recent
Diocuments

[
Dasktop
My Documents

My Computer

My Network
Places

; “e*Local Disk (D)}

“e* Local Disk {E:)

5 DYDJCD-RW Drive (F:)
L3Shared Documents

() Administrator's Documents

File name: ]

Files of type:

|81 Files =7

Lef L]

Open I
Cancel

NIC, 2012

Fig.eFile. 4
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e After entering the name of the receipt, Click the Open () button (Fig.eFile.4), as a result the path of the
scanned receipt gets displayed in the textbox.

e Click the Upload () button from the Browse and Diarise screen to upload the scanned receipt.

e Enter the essential details in all the mandatory fields in Browse and Diarise Page, as shown in Fig.eFile.5:

15 Classified ) yes @ 1o

Upload Document * | C;\Users\HCL Dezkic! Bowsa.. | Uplaa‘ﬂ_‘ (Gl 20 wpls S NE) Dizary Details
o

Delivary T 2 e
DY (g [x] tavevene [Ergin 5]
Type TLattar [=] Letter Date |33/07/2012 fil
Received e - 13/07/2012
Data 3 07/2012 E Diary Date [13/07/2012
Numbsr [ via ¥Yes @ o
File Humber |
Desalin PR
Hne |Ghoose one [7]
Ministry :CABINFF SECRETARIAT
Department | Chooseone |x

Name*®
Designation |59
Address 1= |DOFT

sddress2 |
=Ml [
Crganizat\un:chmss one |ﬁ
Country  [INDIA [F] pincads|
Stats {Delhi [=] Mobile
Telephone
Tlade to sddrass bock
Msin

Catagory® Training __[E\a_t_e_.‘.! matters

Sub Category |Ch

Tzining of 1AS officars

Subject*

Genarate Receipt

Fig.eFile. 5

e Click the Generate Receipt (| Genpoaie Rl |) button (Fig.eFile.5) on Browse and Diarise page to generate
a unique Diary number. As a result, the receipt gets generated along with the specified metadata.

There are 10 options provided those are associated with an Electronic receipt:
a) Send to Draft: User can use this option to send the generated receipt to the draft section to work later on.

b) Movements: User can use this option to track the Movements of the receipt which automatically gets updated
as Receipt moves further.

c) Details: User can use this option to view the details of the generated receipts such as Dispatch History,
Referenced files and Referenced Receipts, as shown in Fig.eFile.6:
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| Send To Draft | Movsments Edit | Forward | Putin a File | Copy | Dispatch | Attach File | Attach Receipt |

.
g [r— 10110/2012/LF
Subjest | Tining of 145 offic..
From ¢ Mahavir singh
Designtion | 50
et
e comp oy —_ A ¢ sopT
S W g Main Ctegary ; Treining related mattzrs
St of Wil

Sub Categary ¢
Sent Dte s
Opening Date t

Lstter Refarence o

Letter Date 13-07-2012

Erm=zn

Dispatch Number:~ Subject~ Dispatch Cate™ Sent Through Dispatch Made™

“Referenced Files
= File Number * Subijeck * Attached by
Referenced Recaipts
¥ Receint No. * Subjart ~ Attached by
= g of o g
JFoe WEEA e wa anirh
i = i
fuse

* Receipt No.  ~Subject ~ Dettached bv

Fig.eFile. 6

d) Edit: User can use this option to edit the Metadata fields of the Receipt before sending it to the intended
recipient.

To edit the generated receipt, user has to perform following steps:
o Click the Edit link (E22)), as a result the Metadata fields get active.

o After making required changes in Metadata fields, click the Save ) button to save Metadata.
e) Forward: User can use this option to forward the receipt to the intended recipient.

To forward the generated receipt, user has to perform the following steps:

e Click the ‘Forward’ link, as a result Send page appears as shown in Fig.eFile.7:
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Send

Receipt Number:  8120/2012/CC
Subject : Training of TAS

To

(Use semicolon(;) to seperate
recipients.)

Set Due Date m
Action Forward El
Priority Crdinary El

Total 1000 character left

-

Remarks

-

Fig.eFile. 7

e Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.8:

Send

Receipt Number :  10400/2012/LF

Subject : sdasd

To [

I?

.8

{Use semicolon(:) to seperate recipients.)

Set Due Date @
Action Forward El
Priarity Ordinary [=]

Total 1000 character left

s

Remarks

[send as sticky note

Fig.eFile. 8
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e Enter the ‘CC’ option if user wants to mark a copy of receipt to other users also.

In case of forwarding receipt, multiple recipients can be sent by using semi colon as separators.

e Provide the Due date (if required) for the receipt using the calendar (371 ) link adjacent to the Due Date text box.

e Select the Action which has been taken on the receipt from the dropdown menu as shown in Fig.eFile.9:

“ Movements | Defais | Edit | Forvard | Pt Fle | Copy.| Cluse | Dispatch | Atach i | Attach Receipt |

‘Receipt; E ‘ Sond

b Brovss & Diarise

+ Physica| Recelpt Number :  10400/2012/LF
+ Electronic Subjert ¢ sdasd
+ Inbax (87) To
+ 2day Testing
+ Today Recelpt

b Ermiall Dizrisztion
} Creatad =

¥ Sent |
(Uze semicalan()) te s=perate recipients.)
} Closed

Acknosiedgement | |
LA Set Dus Date E

} Renpdle Bin
: Action
Files

1=

Priorit
! P, Bistuss
Give Time il 1000 character [eft
Al call

Migrate File

=l

Dispateh

=l

Remarks

2l

bse

“Reports

1=

=l

ﬁtbngs

[z as sicky nte

Send

Fig.eFile. 9

e Select the Priority (if required) of the receipt from the dropdown menu.

e Type the Remarks (if required) in the Remarks text box, and click the Send () button, as shown in
Fig.eFile.10:
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" Mavements | Details | Edit | Forward | Putin a File | Copy | Close | Dispatch | Attach File | Attach Receipt
Receipts = =)
b Browse & Diarise ‘
2 Bhysleal Receipt Number 1 10400/2012/LF
+ Electranic Subject ¢ sdasd
} Inbox (87) Ta
+2dzy Tasting =
i
+ Taday Receipt
v Email Dizrization
b Crasted -
} Sent y
(Uz= samicolon(1) to-seperate recipients,|
b Closed
b Arknoviedgement e e Tibe I E
b Recycl= Bin s 3
HAction Forvard _E!
Files # . L
] Priiity [ Immadiate
Migrate File [*
Total 1000 character left
Dispatch & ’
DSC 7 Aamarks
Reparts %]
Settings [ =
"1 2end az sticky note
| send |

Fig.eFile. 10

As a result, the scanned and created receipt is sent to the intended recipient. Then, the user will be redirected to

the Sent Receipts page, displaying the list of all the sent receipts along with the newly sent receipt, as shown in
Fig.eFile.11:

Copyright © NIC, 2012



<ot

el Ve v e B
1 sl W LKA A KLEARIT BWume  wEn gye
i 7 i EUE MRS A0 A dnns - Eye
b J sl s ALAA LAY Bhe
fie 4 At ] B
fi ) Goeme G e Ehe
e # G S Ehe
il i i # TR wEEEE - Eoe
Jiza I Tus ] =i iz ] [mmadzt Grinay

Fig.eFile. 11

User can also Pull back the sent receipt from the intended recipient even when the receipt is in the

Inbox of the recipient, using the Pull Back () link. In case, the recipient has opened the receipt, then
pullback option is inaccessible.

User could also see the remarks on the receipt through remarks blue icon along .Reply or forward
action can be done from here.

f) Putin a File: User can use this option to attach the generated receipt to a concerned file.

If any File is referenced/attached with the receipt then ‘Put in a File’ option will not work. For that, First
user needs to detach the referenced File.

To put up a receipt under a file, user has to perform the following steps:

o Clickthe Putin a FiIe() link, as a result list of files will appear, as shown in Fig.eFile.12:
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Search File For Attach

Search

File Nurmber Subjact
(OFE S-110131/11/17/2011-ADM Functionzl to sttend...
O E S-11011/11/ 15/2011-ADM To sttend the worksh...
O E  S-11011/11/14/2011-ADM Functionzl test
O E  5/1/2011-ADM test
(OE S-11011/11/13/2011-ADM tyesting
(OE sS-11011/11/12/2011-ADM Far testing the st t...
O‘E S-11014711/1/2011-ADM test
(OE S-120:11/1/2011-ADM meadical bill fil=

. K< 1 >>»
| attach |

Fig.eFile. 12

The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of File.

o Select a file in which the receipt needs to be attached and click the Attach () button
(Fig.eFile.12), as a result the receipt gets attached under the selected file, as shown in Fig.eFile.13:
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Search File For Attach

Search

File Number Subjsct
OE s-110i1/11/17/2011-ADM Functicnal to sttand...
@.E S-110117/11/15/2011-ADM To attend the viorksh...
O E S$-11013/11/14/2011-ADM Functionz| test
()E S/1/2011-ADM test
(OE S-11011/11/13/2011-ADM ty=sting
(OE  S-110117/11/12/2011-ADM For testing the st k..
(OE S-11014/11/1/2011-ADM test
{ E ---- S-12011/1/2011-ADM medicz| Gill file

€< 1 >»

Attsch i

Fig.eFile. 13

g) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’

(| SenpiieRecelpt |) button a new Receipt number will be allocated to the copied receipt.

h) Dispatch: User can use this option to Dispatch the electronic receipt.

To Dispatch the generated receipt, user has to perform the following steps:

o Click the Dispatch() link, as a result the confirm message will appear, to move the generated receipt
to the inbox for dispatching, as shown in Fig.eFile.14:

Confirm

This receipt is created.
Lispatching the same will move the receipt to vour inbox.
Dc you wish to continue?

oK. i Gancel ‘

Fig.eFile. 14
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o After confirming, while dispatching from inbox section, choose the ‘Reply Type’, ‘Nature of Reply’ and
other required fields and click the ‘Save’ ) button to send for further approval process.

No file should be attached to the receipt while dispatching of same receipt.

i) Attach File: User can use this option to attach the receipt with the File.

To attach a receipt with a file, user has to perform the following steps:

o Click the Attach FiIe() link, as a result list of files will appear, as shown in Fig.eFile.15:

The list contains files which are present in ‘Created’ or ‘Inbox’ section of File.

2012 Izl Search

|:| * File Number * Subject

|:| B FL-00456 FL-00456

0 P F13011/1/2012-CC this is my file

= E confusion confusion

= E pull-check-Valume(1} pull-check

LEy
| Attach File
Fig.eFile. 15

o Select a file in which the receipt needs to be attached and click the Attach File () button, as
shown in Fig.eFile.16:
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ZUTZE Search

D * File Number * Subject

||:| P FL-00456 FL-00456
& P F-13011/1/2012-CC this iz my file
| E confusion confusion

| E pull-check-Volume(1) pull-check

Attach File

Fig.eFile. 16

As a result the attached file reflects under ‘Referenced Files’ section of that Receipt, as shown in
Fig.eFile.17:
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Receipt Mumber : S1231/201Z2/CC
File Mao. :
Subject . dsfd
From :  dsfd
Sent Date : Z2012-02-17 17:09:236.285
Sent By * Sent On ~ Sent To * Actiornr Remarks™

ALOK PAMDEY 17/02/12 ALOK PANDEY -

Dispatch History =
Dispatch . Dispatch Sent Dispatch
Number. ¥ Subject Date 1IrThr-cu.n:ﬂ"l 'Mude -

Referenced Files =

* File Mumbear ~ Subject ~ Attached by -

P FL-00455 FL-00456 ALDK PANDEY ~
E D-25014/3/2012-CC PMOOOD1 ALOK PANDEY ~

P F-13011/1/2012-CC this is my file ALOK PANDEY ”~

Fig.eFile. 17

View of physical file if opened from (Fig.eFile.17):
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File Ho: C-j.!f'_;‘-"2UL;-Q=
Carresponderice | Link and Delink | Movements | Details | Eait | Send | More Adtion | Convert File | |

g : «-1 1% g

List of correspondences and issues

=]
Fl *  Receipt/Issue o vSubject *Type v Attached On -
F r 3103/2012/LF sdfe 12/05/12 02:24
[l p goaszniziesc FIGHTER 12/08/12°02:23
DEA/1740 FIGHTER 12/06/12 02:22
DFA/1739 FIGHTER 12/08/12.02:22
|] P 9096(10)/2012/E6C tic pUCL ums;nz 02102

L ——————————————

Fig.eFile. 18

View of Electronic file if opened from (Fig.eFile.17):

Fila Not A-11013/ 126/30: 2-0F
| MWobng | Correspandence | Draft | References | Link Delink | Details | Movements - Feit. Send | Mare Action |

B pw N

i

W Agd Green fioto | | = Add Yeliow Noks | List of correspondences and suss

IO = Resslitileeus Mo - Sublzst =T = aftsched On

Fig.eFile. 19

Irrespective of the nature of file opened from (Fig.eFile.17), whether it is Physical or Electronic, user
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cannot take any actions on the attached files.

j) Attach Receipt: User can use this option to attach the working receipt/document with the other
receipt(s)/Document(s) irrespective of the receipt nature. This link is visible when user opens the receipt from
Receipt Inbox/Created.

Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa.

Also, the receipt attached with other receipts can be send to only one user at a time.

To attach other receipt(s)/Document(s) with the working receipt, user has to perform following steps:

o Click the ‘Attach Receipt’ link, as a result the list of receipt(s)/document(s) appears which are
there in Inbox or the created section of Receipt, as shown in Fig.eFile.20:

2m2 |Z| Search
Showing 1 to 10 of 29 <€ <1233 33
0  Receipt Number  Subject
| P 9129(2)/2012/ERC cains
| P 9129(3)/2012/E&C coins
| P 9129/2012/E&C coins
0o P 9130/2012/EBC live
0o P 9139/2012/ERC forward
0 P 9139(1)/2012/ERC forward
|:| =] 9144/2012/DDS(AK) creation and centinu..
|:| P 9155/2012/LF computer sacurity.
o P 9195{1)/2012/E&C og
| P 9402/2012/LF court cases related ...

L8

Attach Receipt

Fig.eFile. 20

o Select the Receipt(s)/Document(s) whichever are required to get attached and click the ‘Attach Receipt’
button, as shown in Fig.eFile.21:
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2012|Z| Search

Showing 1 to 10 of 29 << <1232 > >3
= + Receipt Number + Subject

[} P 9129(2)/2012/EEC coins

[} P 9129(3)/2012/EEC coins

[&] P 9129/2012/EEC coins

[} P 9130/2012/EBC live

[} P 9139/2012/EEC forvard

[} P 9139(1)/2012/EEC forvard

[} P S144/2012/DDS(AK) creation and continu...
[} P 9155/2012/LF computer security.

E P 9135(1)/2012/EEC og

[} P 9402/2012/LF court cases related ...

Lz

Attach Receipt

Fig.eFile. 21

As a result, ‘Attach Receipt Remarks’ window appears, as shown in Fig.eFile.22:

Attach Receipt

@ Attach Receipt Remarks

Remarks *

Fig.eFile. 22

o Enter the remarks and click the ‘OK’ button (Fig.eFile.28), as shown in Fig.eFile.23:
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As a result, the selected receipt(s) get attached to the working receipt and so reflects in Referenced

Attach Rescsipt

@ Afttach Receipt Remarks

a3 Eer reduirement

Fig.eFile. 23

Receipt section of the working receipt, a shown in Fig.eFile.24:

Receipt No ¢

Subject 1

From ¢

Dezignation |
Addresz 1

Msin Categary

Sub Category |

Sent Date s

Cpening Date
Letter Referance flo ¢

Latter Date

‘ Wovements | Detals | Edt | Forward | Putina Fle | Copy. || Close | Disgatch | Ach Fle | Atach Recelp |

8502(2)/2012/CC
zafasf

sadzzd

dsadsad

All Mestings refated matterz

19/06/12 12:42
19/03/12 1042

‘ Dispatch History

Dispatch Mumher, v Subjedt

126412012 zafasf

* Digpatch Catz = Sent Theaugh
312 213 M L1{a4K) | (self)

* Cisgatch Mode

‘ ‘Referenced Files

* file Number

¥ Subieat v Atached by

‘ : e

~ Racaipt No

¥ Subject ¥ Aitached b

P 9125/2012/ERC

coins ALKA A KULKARNT

Fig.eFile. 24

Receipts having Attached Files are not allowed to get attached in a receipt and also no action is
allowed on the attached receipt till attached with the main working receipt.
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Browse and Diarise Process of Physical File:

Refer to Browse and Diarise process of Electronic Receipt, In Physical Receipt just the Browsing and
Uploading of Correspondence is Non- Mandatory, rest of the process is same.

Inbox:
Inbox option contains the list of all the receipts that are received as an Inward Correspondence/DAK.

User has to click the Receipt number to view the receipt. As a result, the user can view the content of
receipt along with the details.

Nature of Receipt can be verified from the character ‘E’ and ‘P’ which is written before the receipt
number.

Character ‘E’ symbolizes Electronic Receipt whereas character ‘P’ symbolizes Physical Receipt.

There are 10 Links provided under receipt Inbox:
Receive:

Helps the user to receive the Physical Receipt. Without receiving the physical receipt user cannot
make any action on that particular receipt as shown in the Fig.eFile.25:

Dale Rince - 04/09/2542 To 19/09/2012
Rt El | Facelve | Reply | Tatward | 2ukina Fi= | Viedl | Mave Ta | Sark & | Copy | Close | D Recelve Raceipt Confimation Fisearthical Vi sty feceictn _TJ |
} Broves b Dianze i —
« Bhysies! g « Mpichinints Sublas e Are you gute you wantto reesive this eceipl ? i ol ~DisDy - Quick Adidn
i P Tok )| Semen, | Leghan 25¢
i SER = A 16/09/12 03,50 g%
= & G5 Sharma - 091 ram kamar sharma ALKA A KULKARNT(LI{AAK]), LT LBSHAA 17/03/12 05:42 [
I siuedge safaal ALKA A KULKARNT(LT{ASK)).0F LESNAR 18/09/17 02:49 | [
| disry =df ALKA & RULKARITLI[A8K] | LF. LESHAR ta/o8/17 11120 ES ¢
=
) Emall Dlarsation & Indign fzh LKA A KULKARNI{LERAK]), LE LESNAR 14/05{12 10,44 B 95¢
» Crnimad B indication =df ALKA A KULKARNI{LITAAK)JLF LESHAA 14/09/12 10144 [ B o
Sart = x
2 n F 5] nimnl =df ALKA A KULKARNL(LEUARK)), LF, LESHAR 13/09/12 65i06 B %N
} Clozed
i B osemw snd GEETA SHARMA(PROF{HTIDT)).LF.LESNAR 1/05/12 021534 -
} Acknzwledgamant -
register 354 ALKA A RULKARNTILI[ARK]) LF.LESHAR 13/09/42 03108 B¢
» Fecyele Bin
& s Belj Mphan RANES K KUMBR(SLIO(RI]) LIB.LESNAR t2/08/12 04153 - B B o
o @ 5 8] my name iz sumit and.. =d GEETA SHARMA{FROHHINDL)) LF, LESHAL 1408112 10184 Boe
Moratedle 0l & s G5 Pl ALKA A RULKARMI(LE (ASK)) LF LBSNAR 06/08/12 0332 E4e
Tiapatch W fdg dia ALKA & KULKARMI{LL{A5K)]LF,LESHAA 06/09/12 10045 i T o
50 62
e & LEGENDY [ ] DUt Taddy [} Meist Trrmed|ate | | e e Sedlraty
Sellifgs [x3]

Fig.eFile. 25

Reply:

Helps the user to reply to the sender of the Receipt.
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To send a reply on the receipt user has to perform the following steps:

e Select a receipt from the Receipt Inbox for which reply has to be send and click the ‘Reply’ link, as shown
in Fig.eFile.26:

Receive R.g.pzli. Fonverd | P n2 Fle | View [ Nove To Wark s | Copy | Close [ Dispatch | Hiearhicl Vit e i
¥ he

Il ceigt Na. *  Subject v Sender Sent By v Zent On v [Due On~ Read On v Quick Aion v

A Eonibnccl 4 o ol ALOKPANDEY 17/02)1205:08 - - nye
[ ® egogonec #1210 2 ALOKPANDEY 1702120458 - : Ba¢
T T Pzl & 1 it ALKAAKULKARND 17/02/120455 - 17/02/12 04:56 rivEy

Fig.eFile. 26

¢ Click the ‘Reply’ link, as a result the recipient gets automatically selected from the send to list, as shown

in Fig.eFile.27:
Send

Recsipt Number : 1886/2011/ ADMCON
Subject : test
To Rathindr= Nath ?4‘|J'L':':|il;'[é€';:f- =L
ce
Set Due Date E
Action L:'—.oms—‘: Jn= VJ
Priority Choose"0On= :‘

Totsl 1000 character left
Remarks

Send ‘

Fig.eFile. 27

o Enter the ‘CC’ option if user wants to mark a copy of receipt to other users also.

e Provide the Due date (if required) for the receipt using the calendar (iz1) link adjacent to the Due Date
text box.
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¢ Select the Action which has been taken on the receipt from the dropdown menu as shown in Fig.eFile.28:

! Send |
Recsiot Number ¢ IS86 /2011 /ADMCON
Subject : test
o Fathindra hath Mukhegee——-PA (DM i+
Cc Fmothindra Moth r.i!';lt-:r;\ar)¢:-5~ -BA | D!la?y»?
S=t Du= Date [30/05/2011 572l
Action ,r:r-oos Ons V]
Pricrity
= CJ:EC:.:E_E
Give Tims=s racterleft
21, =i
Fix = mesting
Ty X Re=spori=e
I Send

Fig.eFile. 28

e Select the Priority (if required) of the receipt from the dropdown menu.

o Type the remarks (if required) in the Remarks text box, and click the Send () button as shown in
Fig.eFile.29:
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Send

Recaeipt Number : iIS86/2011/ADMCON

Subject : test
To fEathindr= hath f-iruh::—\-éqne-e—~r-—,: oM i
Cc Cebprosad Dey--UDALDPR )—Canfid=
Set Dus Date .‘E
Actian { “hoose Ons vl
Pricrity !»_:'-.r:,cse One vl

Total 1000 character |eft
Remarks

Send

Fig.eFile. 29

As a result, the receipt is sent to the intended recipient. Then, the user will be redirected to the Sent Receipts
page, displaying the list of all the sent receipts along with the newly sent receipt, as shown in Fig.eFile.30.

Forvard | Mark As | View Copy | |
D w Receipt No. - Subject v Sender v 3Sentto + Sent On » Due On v

m E sizg/zaigjcc 4 121 21 ALOK PANDEY 17/02/12 05:24 - o
|:| E 8128/2012/CC ﬁ Hi 21 ALOK PANDEY 17/02/12 05:01

|:| E 8126/2012/CC ﬁ 121 21 ALOK PANDEY 17/02/12 04:58

H P sizsipoiziccl & 1 1 ALKA A KULKARNI 17/02/12 04:52

o E si23(1)e0izicc & acr related ram mahan  AJAY KUMAR 17/02/12 01:16  17/02/12 12:00

o E 8123/2012/CC ﬁ acr related ram mohan  BIKRAM SINGH 17/02/12 01:16  17/02/12 12:00

o E 8i22(i}/20i2/CC ﬁ acr related ram mohan  BIKRAM SINGH 17/02/12 01:09  17/02/12 12:00

] E g122(1}/2012/CC ﬁ acr related ram mohan BIKRAM SINGH 17/02/1201:09  17/02/12 12:00

D E 8122/2012/CC ﬁ acrrelated ram mahan  ALKA A KULKARNI 17/02/1201:09  17/02/12 12:00

0 E sii7jz0iz/cc & =da dszd GARIMA YADAY 17/02/12 12:54

|:| P 8118/2012/CC sdds sds AJAY KUMAR DHIMAN ~ 17/02/12 12:54

|:| P 2113/2012/CC training of the Empl...  Raj Kanwar ALKA & KULKARNI 17/02/12 12:51  24/02/12 12:00
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Forward:

Helps the user to forward a particular receipt/s to one or more recipients at a time.

User cannot forward multiple nature receipts. i.e. Receipts with Physical nature and Electronic nature
cannot be send simultaneously.

To Forward a Receipt/s, user has to perform following steps:

Select receipt/s from the Receipt Inbox which needs to be forwarded and click the ‘Forward’ link, as shown in

Fig.eFile.31:
Receive | Reply anméﬁ') Put in = File | View.| Move To. Mark As | Copy | Close | Dispatch | Hisrarchizal Misw, | ny Recaipts E-] |
» Recaiot Mo, - Sublest ~ Sender Sent By » Sent Cn + Dus On ~ Resd On - Dulek Ackion «
E 81287015/ CE & 1n 21 ALOK PANDEY 17/02/12 05:24 e E E ™
E sisiziizcc il & &R dsfd ALOK BANDEY 17/02/12 05:09 e M
F] B & it it ALKS & KULKARNI  17/02/12 04:55 - 17/02/12 04:56 =B

Fig.eFile. 31

e Click the Forward link, as a result the ‘Send’ page will appear, as shown in Fig.eFile.32:

Send
Recsipt Number : 1886/2011/ ADMCON
Subject test
Te
Set Due Date E
Action l Choose On= VV‘
Priority ] Cﬁh:;foz;:’ On= :‘
Total 1000 character left
Remarks
Send

Fig.eFile. 32

o Either directly enter the name in the “To’ option or click the ‘To’ link to select the marking abbreviation
of the recipient from the list box, as shown in Fig.eFile.33:
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Mavements | Details | Edit | Forward|| 2utina File  Copy | Cioss | Dispatch | View Draft | ARtach File | Aftach Receipt

Sentd
Fecaint Humber | 1072077812/CC
Subjeck ¢ =t
To. =i
4]
=3

Set Due Date

Total 1000 characker left

s 25
! Zena as sticky rote

Sand

Fig.eFile. 33

o Enter the ‘CC’ option if user wants to mark a copy of receipt to other users also.

e Provide the Due date (if required) for the receipt using the calendar (iz] ) link adjacent to the Due Date
text box.

[ ]

Select the Action which has been taken on the receipt from the dropdown menu as shown in
Fig.eFile.34:

iSend

Receipt lumber :  1886/2011/ADMCON

Subject : test
To MRathindra Nath Mukhegee—PA (OM14
L< - Debprosad D-;_--ut::u DPRj--Caonfids
Set Due Date i E
Action
Pricrity i
['ap 5
éf:‘l. Discuss
[Glve Time racter left
tef, sl "
Fle = mesting
Remarks Resconse

L Send

Fig.eFile. 34

e Select the Priority (if required) of the receipt from the dropdown menu.
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e Type the remarks (if required) in the Remarks text box and click the Send () button, as shown in

Fig.eFile.35:
Send
Becsipt Number : 1886/2011/ ADMCON
Subiect : test
Tec ‘Rathindr= Nath Mukh=rqes--PA (G )4
o Dabarosad Day--UBAGER)--Canfids
Set Due Date | 05/08/2021 571
Action i Forvard ~|
Priority | outToday |

325 Characters Laft

ORGENT

Remarks

| Send }

Fig.eFile. 35

As a result, the scanned and created receipt is sent to the intended recipient.

Then, the user will be redirected to the Sent Receipts page, displaying the list of all the sent receipts along
with the newly sent receipt, as shown in Fig.eFile.36:
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— R T 5:-.. L

Date Range : 03/09/2012 Ta 18/09/2012

Receipts

5| ‘/ Forward | Mark As | View | Copy | ‘
} Brovse & Diarise

+Physical i ¥ Recet o * Attachments Subject

-«

¥ Sent to v Sent.On ¥ Dug On v

+Blectronic 10400/2012/LF zdasd

=1
-

ALKA AKULKARNT 18/09/12 12:19 14/09/12 12:00 ‘D

} Inbox (87) 10400/2013/LF sdasd ALKA AKULKARNI 13/09/12 12:52 14/09/12 12:00

+2day Testing 10400/2012/LF sdasd ALKA A KULKARNT 13/09/12 12:12

+Today Receipt

g%%%r”

i i i 1

10333/2012/LF dfgdfy ALKA AKULKARNT 12/08/12 03:47
) Email Diarisation
} Created

} Sent

} Closed
} Acknowledgement

} Recyde Bin

Files 2]
Migrate File [
Dispatch [
DSC ]
Reports [

LEGEND 1 Out Today 1 Most Immediate ] Immediate Ordinary
Settings [

Fig.eFile. 36

Put in a File:
Helps the user to attach a receipt/s to a concerned file.
To attach a Receipt/s under the file, user has to perform following steps:

e Select receipt/s from the Receipt Inbox which needs to be Put in a File, as shown in Fig.eFile.37:

|I:EI§|}FEIHE|I&{EPI|}'|EWEM Putin %ﬁle \I’iléw|M1}uelTl'n Mafk$5|tnpy|éllnsel‘.ﬁ'ﬁpa:tl&| H.ie[arc'h{cﬂ‘.l."liew My Raceipts E]
£| = Rarzipt g, Tubject v Sandsr» Sent Ay =Sani On v iz On+ fead On » (Oulek Action
[l owoEgmemmace 4 m 10 MOKPANEY  ofejulsd - - B4
W " Egapopccl f ek &b mokewom  wlizosey - - By

Il Ps;pj:gm“fcgl #1111 ALKAAKULKARND  17/02/1204:55

17/02/12 04:58 d Is (

Fig.eFile. 37

e Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.38:
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Search

Search File For Attach

File Number

Subjesct

o E S-11013/11/17/2011-ADM Function=! to sttend...
O E S-11011/11/15/2011-ADM To attend the worksh...
CE S-11011/11/14/2011-ADM Functional test
o L e Fm B OO A o
O E S-11013/11/1357/2011-A0M tyesting

S-11011/:1 /127201 1-ADM

S-=311014711/1/2011-ADM

S-12011/1/20131-ADM

test

mediz=l bill fil=

<1 >>
| ateach
Fig.eFile. 38
The list contains files which are present in ‘Created’ or ‘Inbox’ section of File.
e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.39:
Search File For Attach
Sasrch
Fila Numbaear Subject
|© = 5-12012/1/2011-ADM [ Test DESCT |
Or S-11012/12/4/2011-DM " TEst BOFs
O P S-12011/4/2011-0OM Test DESC
O E S-11011/11/17/2011-ADM Functionzl to sttend...
OE S-11011/11/15/2011-ADM To attend the worksh...
O E S-11011/11/14/2011-ADM Functional test
O E S/1/2011-ADM test
O E S-11011/11/13/2011-ADM tyesting
O E S-11011/11712/2011-ADM For testing the =t t..
O E 5-11014/11/1/2011-ADM test
-~ r = eTmAesleinms s Ares —_—— e ) 2 B o D
[ Awach |

e Click the Attach () button (Fig.eFile.44), as a result the receipt gets attached under the selected file.

View:
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Helps the user to list the receipts depending upon its current state. i.e. (Unread, Read, Followed Up,
Physical, Electronic, All)

To use this option, user has to perform following steps:

Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.40:

Unread
Read
Followed Up
Phy=ical

Electronic

All

Fig.eFile. 40

i. Unread- Click the Unread from the dropdown menu to view unread receipts as shown
inFig.eFile.41:

Unread

Fead
Followed Up
Fhys=ical
Electronic

All

Fig.eFile. 41

i. Read-Click the Read from the dropdown menu to view read receipts as shown in Fig.eFile.42:

Unread

Read

Followed Up
Fhys=ical

Electronic

All

Fig.eFile. 42

iii. Followed Up-Click the Followed Up from the dropdown menu to view the receipts on which the
user has marked a follow up, as shown in Fig.eFile.43:
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Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 43

iv.  Physical-Click the Physical from the dropdown menu to view the Physical nature receipts, as
shown in Fig.eFile.44:

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 44

v.  Electronic-Click the Electronic from the dropdown menu to view the Electronic nature receipts, as
shown in Fig.eFile.45:

Unread

Fead

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 45

vi.  ALL-Click the ALL from the dropdown menu to view the All receipts altogether, as shown in
Fig.eFile.46:
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Unread
Read
Followed Up
Fhysical

Electronic

All

Fig.eFile. 46

Move To:
Helps the user to create New Folders and manage Existing Folders.
To create New Folder or to manage existing ones, user has to perform following steps:
o Select receipt/s from the Receipt Inbox which needs to be moved to new Folder.

e Move the cursor on Move To, a drop down menu will appear with the following options i.e. (My Folders,
Manage folders and Create New folder) as shown in Fig.eFile.47:

My Folders |

Manage Folders

Create New Folder

Fig.eFile. 47

i. My Folders-Click the My Folders link from the dropdown menu to view the Receipt inbox and its
subfolders.

i. Manage Folders-Click the Manage Folders link from the dropdown menu to Delete or Edit the
folders created under Receipt Inbox.

iii. Create New Folder- Click the Create New Folder link from the dropdown menu to create a new
folder under Receipt inbox

To create a new Folder user has to perform following steps:

e Click the Create New Folder option, as shown in Fig.eFile.48:
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My Folders \

Manage Folders

Create New Folder

Fig.eFile. 48

As a result following screen appears, as shown in Fig.eFile.49:

Folder .'\"amc‘\r_ |

Creted Chose Ore ¥

Fig.eFile. 49

e Enter the New Folder name and select the Folder in which new folder is creating and click the Save

() button, as shown in Fig.eFile.50:

Folder Name* Training |
Created in*| Recaipt Inbox ¥/

Sav% Clear

Fig.eFile. 50

As a result new Folder is created in specified Folder.
Mark As:

Helps the user to create a New Follow Up which keeps a track of a receipt, by alert mode, follow up
action and specifying time to receive follow up on any corresponding receipt and also ‘Mark As’ option
helps to remove the existing follow up.

To create a new follow up on a receipt user has to perform the following steps:
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e Select the receipt on which follow up need to be created and click the New Follow Up option under ‘Mark As’
Link, as shown in Fig.eFile.51:

Date Ranqe : 28/06/2012 To 13/07/2012

‘ﬁbé’é'\'\?éIﬁgp}\(\lﬁbméfﬁ\m“\haﬁ[é |Viéw\M@v&T@\IMa’riﬁ\CbpyltFase\_Dl_épéf_m\ Hlersrcicel Ve, receints ] |
B * Feceint No. * Atachments |_Newfcdluwup%_ ¥ Sener v Sent By ¥ Sant On Dy On * QuikAdion
_ | Remove Followlp

B P 0I02012/ERC # U] SECUM. . Ram Kumar Gupta ALKA A KULKARNT 1B/o7/i2105 - O9¢

il P AD103/2019/ERE food and tachl dsf ALK & KULKBRNE oS - Bae

i E 10107/201/6C b oha asd ALOK BANDEY wozen - mYy e

i P so4/2012/68C - sadf ALKA A KULKARNL njojiesn - B4¢

m P 10095(1)/2012/PRT n asd DINESH CHANDRA LOHAKI n/of120s07 - B¢ B
H P 100a7(1}/303)F & Candust Rules Intima... ram manahar DINESH CHANDRA LOHANT worhzsy - BYy¢

0 P SumANYCC asd asd ALKA A KULKARNI 107120506 - gy

B P 3R25201/EsC newl fgh ALKA A KULKARNI 10120506 - Bse

B P 324002)/3012/RT # re e ALKA A KULKARKT nfoj120302 - Bye

i P 33e32000/LF test ram manchar ALKA A KULKARKT njo7/0a02 - BY¢ i
il P 10047/2012/LF Appointments,.. 66 Kapoor ALKA A KULKARNI njojnen - 6 p

i P 1006/2012/tF bug asd ALKA A KULKARNL /e - Bs¢

il P 10037/2012/(F assd AS ALKA A KULKARNI 1/07/120300 - Bhe

A P 1I7YI0RAF systeml asd ALKA A KULKARNL njujnen - B¢ L
LEGEHD [ | Cut Today [ | Mozt Immediate [ | [mmedists Otdinary

Fig.eFile. 51

As a result Follow up screen will appear as shown in Fig.eFile.52:
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Followup

Followup Severity

':::' Urgent
@ Normal
-
Enter a Follow Up action L
) Email
@ sms
Alert Mode
) Both
'@' None
When to Fallaw Up 16/02/2012 5 : 57 PM [+
Save || Cancel

P Y |

Fig.eFile. 52

Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.53:

Followup

Followup Severity

@:‘ Urgent

) Mormal

Enter a Follow Up action Forward the Receipt :
) Email

Alert Mode
" None

When to Follaw Up 29/04/2012 5 57 |Pm[=[E
Save || Cancel

Fig.eFile. 53
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e Click the Save () button (Fig.eFile.53) as a result Follow up will be created.

Copy:
Helps the user to copy the metadata fields automatically and send it to other eOffice user. User can
edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt no. will be allocated to the copied receipt.

Close:

Helps the user to close a receipt.

The receipt in which draft is created and not been dispatched cannot be closed. For that draft needs to
be dispatched first then the receipt can be closed.

To close a receipt, user has to perform the following steps:

e Select the receipt which needs to be close and click the ‘Close’ link, as shown in Fig.eFile.54:

Receive | Beply | Famard Putinafle | View MoveTo Merk & | Copy |Close | Dispateh | Hierarchice] Visw My Receiptz E-] |

[ * Receint o, v Subjed v3Senderv Seat By v Sent On v Due On » Read 0o v Qulck Adion ~

W 0 poumennaec 4 om o ALKPANDEY  UTf0R/1I0EM - : Bhe

R R B S R S v TR FT0

Fo0egomnccll £ 1t 1 Akaakuan mioymosss - gness B4 ¢
Fig.eFile. 54

As aresult the ‘Closing Confirmation’ message appears, as shown in Fig.eFile.55:
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Closing confirmation

e Pleaze provide closing remark

Remarks =

A

ok j | Cancel |

Fig.eFile. 55

e Enter the remarks and click the ‘OK’ () button, as shown in Fig.eFile.56:

Closing confirmation

@ Please provide closing remark

Work Bn‘ne| -

Ramarks

Fig.eFile. 56

As a result the receipt moves to the ‘Closed’ section of receipts.
Dispatch:
Helps the user to Dispatch a receipt.
The dispatch process for Physical and Electronic Receipt is explained below:

To dispatch Physical Receipt, user has to perform following steps:

e Select the physical receipt which needs to be dispatched and click the ‘Dispatch’ link, as shown in
Fig.eFile.57:
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‘RECEi‘fE|REp|‘f|FEI‘I.'EII‘d Put in & File | View | Move To  Mark As | Capy | Close [ Dispatch Hierarchicel Vi |y Receipt B
§ v Recaipt o, v Subject viender vSentBy vwoentOn  vDueOmReadOn v Quick Actionw
0 e s § Traningof A off, trining  ALOKKUMAR 17/021203:35 - - B5e
W0 P siigR012/Ce Dafiamentaryissues pariament ALOKKUMAR 17/02120235 - wpjozneozss 09 ¢

Fig.eFile. 57

As a result the Dispatch page appears, as shown in Fig.eFile.58 & 59:
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Copyrigh

Dispatch
Postal Details
Postal Mode Choose One |¥] Postal Charge 0
Medium Choose One E| Weight 0
[0ut Register Details
Peon Book N Out Date
Peon Name Choose One E| Out Time
Peon Cods Choose One E| Delivery Status No
Delivery Date
Delivery Time
Receipt Details
aw/Frash
Receipt Humber 2012/L
Reply Type Choose One E| Nature of Reply Choose Ona
Reminder Date GO Prefix Choose One

Subject* (Maximum of 230 Characters)

(CC)-Condust Rules Intimation. update 4

Details

Ministry CABINET SECRETARIAT E|
Departmant Choose One E|
Hame* ram manchar
Designation taster
Address 1 % delhi
Address 2 new delhi
Email ram@gmail.com
Organization GPL E|
Country INDIA E
State Delhi E|
Pincode 121212
Telephane 121212121212
Fax

Clear Figlds
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§ Crestad .
Delivery Date E
b5ent
Delivery Time
} Clozzd I — - -
Receipt Details
} Ackrenfadgemant
b Recgde B
Fles ] | Recopthumber :
= = - = Fi
WonieFle | | el Tope Chogze (e |71 st cf ey Crooze Ore B
[ipatch [ | Reminder Date et
[ ]
- digdfy

Reparte ]
Setfings B Commarication Detsis

Ministry Chotise Dre ol

Tepatment '}

Name*

Designation

Ade=1® s

Sdgmess 2

tmal

rganzztion _ﬁuose (e ) 4

Courtry b3 1)

Sate oz One "1

Pnzods I

Telezhone

Fax

Oz Felts 4 e
Languags of
drt
Attachment |
Dizpstoy By = \ BB |

Soverzd by Ratiokal Informati Canire Sit2 f=-bast vieszd in 10E4RTHE glesls resalubon Copyrignl € ¢ MiC. e

Fig.eFile. 59

e Select the ‘Reply Type’, ‘Nature of Reply’ and other required fields, as shown in Fig.eFile.60:
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Dispatch
Postal Details
Postal Mode Chaose One B Postal Charge
Hedium Chaose Onz E] Weight
Out Register Details
Pean Baok to | Out Date | o
Pean Name Chaose Cne E Cut Time
Beon Code Chooze One E Delivery Status Mo E
Delivary Date @
Delivery Time
Recaipt Details

52

Recelpt Numbar

Reply Type lizturs of Reply |00 Letter E

Raminder Datz GO Prafix 'F'nu_c?_e_ons E

e . (CC)-Condust Rulss Intimation. update
Subject* (Maximum of 230 Charactars)

Communication Details
Ministry (CABINET SECRETARIAT B
Dapartmant Choose One E]
Nama ram manghar i
Dasignation tester
s 1 gelni
sdress 2 new gl
Email
Organization GPL B
Cauntry INDIA E
State Ioehh E]
Fincode 121712 .
Telephone
Fax

Clear Fislds

Fig.eFile. 60
Now the user has 2 options after filling the required metadata fields which are ‘Dispatch By Self and
‘Dispatch By CRU'.

e |If user selects ‘Dispatch By Self option, then the physical receipt will be dispatched that same
moment and also the receipts gets closed and moves to ‘Closed’ section of receipt.

e |If user selects ‘Dispatch By CRU’ option, a popup appears. Popup contains the list of all the users
mapped with CRU section (if any), Delivery Mode and Remarks, as shown in Fig.eFile.61:

Copyright © NIC, 2012



coffice

b \
CRU User(s): CRU E
Delivery Mode: By Hand E
Acknovledge P
Remarks:

[essssssssmm———————

Fig.eFile. 61

In this case no user is mapped with CRU section. All issues will be sent directly to SO (CRU). Once
issue is sent to CRU section, user can Copy the dispatch data with the help of ‘Copy Dispatch Data’
option available and send to other concerned Organization (if required), as shown in Fig.eFile.62:
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Dispatch

Postal Details
Postal Mode | Bostal Charge
Madium | Weight
|out Register Details
Pean Baok Ne Ot Date i
Peon Name out Time
Pean Code Dalivary Status v
| t &
Galivary, Tima
Receipt Detaits h
Recaipt Number
Raply Tyne Nstute of Raply
Ramindar Date GO Prafix
Subject* {Maximum of 250 Characters)
IComtmunication Details
Misisiry T SECRETARIAT Dispatched successfully with no. : 1/822/2012
Repartment
Kerme*
Masignation
Address 1 *
Address 2
Email
Drtganization
Country
State
Pincode
Telsghone
Fax
Langusge:of
draft
Attachmant = || Uplgad
| Lopy Glapsich Dats. !

Fig.eFile. 62

In case no user is mapped the dispatch is directly sent to the CRU.

As a result the receipt is dispatched to the selected CRU user (if any) and status of the dispatch record
can be viewed from Sent sub module under the Dispatch module. The dispatched record is seen in
the inbox of the CRU section under the Dispatch module and the record is dispatched outside
physically and metadata details are entered in the application (Refer CRU Dispatch).

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:
« Latest Remarks ) - Shows latest remark given on any particular receipt.

% Reply () - It facilitates the user to reply to the sender of the receipt.

% Forward ) - Forward a particular receipt to one or more recipient at a time.
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There are 11 links provided when opening up a receipt (Electronic):

a) Movement: User can use this option to track the Movements’ of the receipt which automatically gets updated
as Receipt moves further.

b) Details: User can use this option to view the details of the generated receipts such as Dispatch History,
Referenced files and Referenced Receipts, as shown in Fig.eFile.63:

Receipt No @ 9482(1},}'2012,}1_':
Subject : dszdasda

From : dsadsad

Designation : dszdsadas

Address dsadsad

Main Category : All tendering process

Sub Category :

Sent Date 12/06/12 02:57
Opening Date : 1z2/06/12 02:56
Letter Referance Mo :

Letter Date :

| Dispatch History i

Dispatch Number> Subject” Dispatch Date” Sent Through” Dispatch Mode"

| Referenced Files i

- File Number * Subject ~ Attached by =
P C-11/2/2012-LF 123 ALKA A KULKARNI ra3
E A-11011/128/2012-LF fdsafsdf  ALKA A KULKARMNI >~

‘|Referenced Receipts

¥ Receipt No. v Subject v Attached by b

Fig.eFile. 63

c) Edit: User can use this option to edit the Metadata fields of the Receipt.

To edit a Receipt, user has to perform following steps:

e Click the Edit link ), as a result the Metadata fields get active.

Editing of the metadata is possible after every movement of the receipt, except, Received Date,
Diarised Date, Letter Date and Delivery Mode.

After making required changes in Metadata fields, click the Save button to save Metadata.
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d) Forward: User can use this option to forward the receipt to the intended recipient.

e) Putin aFile:User can use this option to attach the receipt to a concerned file.

To attach a Receipt/s in a file, user has to perform following steps:

e Click the Put in a File link, as a result list of files will appear on the right side of receipt, as shown in

Fig.eFile.64:

The list contains files which are present in ‘Created’ or ‘Inbox’ section of File.

Search

Search File For Attach

File Nurmmber

S-11013/11/17/20G11-ADM

Subjact

Functionz! to sttend...

S-11011/11/15/2011-ADM

S=11011/11/3:4/2011-ADM

S/1f2011-ADM

Te sttend the work=h,.,

Functionzl test

S-11013/11/1372011-ADM

tyesting

S-11011/11 /127201 1-ADM

S-120:11/1/2011-ADM

Far testing the st t,..

S-11014711/1/2011-ADM

test

| attach |

<L D>D

Fig.eFile. 64

e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.65:
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mu AR SULTTT

Szarch File For Attach
Saarch

Fila Number Subject
|Q P 5-12012/1/2011-ADM I\ Test DESC
O P S11012/12/4/2011-OM ) TEst BDFs
O P  s-12011/4/2011-OM Test DESC
QO E  511011/11/17/2011-ADM Functionz| to sttend...
O'E  511011/11/15/2011-ADM To attend the worksh...
O E  s§°11011/11/14/2811-ADM Functional test
O E  s/t/2011-ADM test
O E  S-11011/11/13/2011-ADN tyesting
) E S-11011/11/12/2011-ADM For testing the st ..
() E  5-11014/11/1/2011-ADM test
~r ™ eMPes i infmey AP —d i | L2 B

«<C 1 >
Attach |

Fig.eFile. 65

Click the Attach () button (Fig.eFile.65), as a result the receipt gets attached to the selected file.

f) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

g) Close: User can use this option to close a receipt.

The receipt in which draft is created and not been dispatched cannot be closed. For that draft needs to
be dispatched first then the receipt can be closed.

To close a receipt, user has to perform the following steps:

e Select the receipt which needs to be close and click the ‘Close’ link, as shown in Fig.eFile.66:
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Recaive | Repi:,[ |F1:un,l.'a|.d 'Put na E}]g.]"-{myq ‘ Move To Haripuil:s'[ Copy 'Elfiipatdl" H-ierarc.T'lriEail\"I,Ew.l,Mb. Receipts E ‘
A * Receint o, ¥  Subjed 3erderv SeatBy v Sent On ¥ Due On» f=ad Og *  Dulek Addion ¥
B » pezsonzce 4 om0 2 ALOKPANDEY  1j0y/uzisd - - il
] E g;glgmgrccl {! gsid sl ALUE 2ANDEY 1120308 i) (I
0 orgosmnecl 1t 1 AkaakuaRME  mioziizoass - glzizaess B0Y ¢

Fig.eFile. 66

As a result the ‘Closing Confirmation’ message appears, as shown in Fig.eFile.67:

Closing confirmation

a Please provide closing remark

Remarks

Fig.eFile. 67

e Enter the remarks and click the ‘OK’ () button, as shown in Fig.eFile.68:

Closing confinmation

Piease provide closing remark

Work Bn:mell

Fig.eFile. 68
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h)

)
k)

As a result the receipt moves to the ‘Closed’ section of receipts.

Dispatch: Refer to the Dispatch option under Receipt Inbox.

View Draft: User can use this option to view the drafts that are already created.

View Draft option is available in Electronic Receipts only, as in Physical receipt it is directly
dispatched to the concerned authority or to the CRU section.

Attach File: Refer to the Attach File option under Receipt inbox.

Attach Receipt: User can use this option to attach the working receipt/document with the other
receipt(s)/Document(s) irrespective of the receipt nature. This link is visible when user opens the receipt from
Receipt Inbox/Created.

Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa.

Also, the receipt attached with other receipts can be send to only one user at a time.

To attach other receipt(s)/Document(s) with the working receipt, user has to perform following steps:

o Click the ‘Attach Receipt’ () link, as a result the list of receipt(s)/document(s) appears which are
there in Inbox or the created section of Receipt, as shown in Fig.eFile.69:
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2012[=| search

Showing 1 to 10 of 29 = < 123 = =
= ~ Receipt Number ~ Subject

/= ] 9129(2)/2012/ERC coins

/= ] 9129(2)/2012/ERC coins

= P S129/2012/ERC coins

= P S130/2012/ERC live

= ] S139/2012/ERC forward

= ] S139(1)/2012/ERC forward

/= e 9144/2012/DDS(AK) creation and continu...
] P 9155/2012/LF computer security.

|} e 9195(1)/2012/E&C ag

= e 9402/2012/LF court cases related ...

s

Attach Receipt

< T ] »

Fig.eFile. 69

o Select the Receipt(s)/Document(s) whichever are required to get attached and click the ‘Attach Receipt’
button, as shown in Fig.eFile.70:

2012E| Search

Showing 1 to 10 of 29 << €123 ===
= ~ Receipt Number - Subject

= P 9129(2)/2012/ERC coins

= 3 9129(3)/2012/ERC coins

= P 9129/2012/ERC coins

= P 9130/2012/EBC live

= P 9139,/2012/ERC forward

= 3 9129(1)/2012/ERC forward

/= P 9144/2012/DDS(AK) creation and continu...
= P 9155/2012/LF computer security.

= P 9195(1)/2012/ERC aag

= P 9402,/2012/LF court cases related ...

Attach Receipt

1

s

Fig.eFile. 70

As a result, ‘Attach Receipt Remarks’ window appears, as shown in Fig.eFile.71:
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Attach Receipt

a Attach Receipt Hemarks

Fig.eFile. 71

o Enter the remarks and click the ‘OK’ button (Fig.eFile.71), as shown in Fig.eFile.72:

Attach Rsceipt

@ Attach Receipt Remarks

a3 peY YequilirsSment

Fig.eFile. 72

As a result, the selected receipt(s) get attached to the working receipt and so reflects in Referenced
Receipt section of the working receipt, a shown in Fig.eFile.73:
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" Wovements | Detals | Edt | Forward | Put a Fls | Capy | Close | Dispatch | Attach Fl | Atzch Receipt |
Recipt o ¢ 8502{2)/2012/cC
Subject 1 safasf
Fram ¢ sadzad
Designation 1
Addresz 1 dsadzad
Main Category 1 All Mestings related matters
Sub Category ¢
Sent Date 1 19/06/12 12:42
Cpening Date 19/03/12 11:42
Lattar Referance o |
Lsfter Date
| Dispatch History
|
Dispatch Number, * Subjeat * Diggatch Date ~ Sent Through * Dizpatch Mode
126412042 safaf 25/3/12 2113 M LI{AK) | (5l
Referenced Files
™ File Humbsr * Subject v fftached by v
—_—
‘ Referenced Receipts |
* Zacaipt No * Subect ¥ Attached by
p 9125/201 2/ERC coins ALKA A KULKARNI x

Fig.eFile. 73

Receipts having Attached Files are not allowed to get attached in a receipt and also no action is
allowed on the attached receipt till attached with the main working receipt.

Email Diarisation
During Email Diarisation, email should have been sent to the efile from NIC Email. User should select
the email from NIC Email inbox and Select option Move To eFile button. Below are the steps required
to perform email diarisation to efile process:

e Click the NIC email link, as shown in Fig.eFile.74:
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Your Lsst login at Tue, 30-08-2011 9335 PM

Hame Divielons StateUnits Projects Libeary Tralning Download Farms Manuals

I8rowse Application lash Board

> #Filn Wesk's Quote:
3¢ Tour [eta) T would give all the wealth of the workl, ard gl the dedds of 8l the heroes, for o true viklon * =~ Hanry David Thoreau
Knowisdgn Management B personnel n Pending C Schedule D Notification
o
System % pysti o Doouinente « Fpr the aay (0 < Payment perts
2 Fue Tracking Syscem o Nerdenel Vot o feceptsTies(elie * For the peek (L o ACR Alert
3 Peryonn /MR Adnis * HeconbsFiles(FI5)
> Tansfe Faquest
E Hotice Board
< SANS-The Conterneun Securlly Vulesoad ity As w
A Pablishwed by: 5hi Stesthmes Rdo © oo 02/09/3011
« Suggast New B Narma for efmocynermmiit Sciution of NG
Published by} Suchits an §1/0Y/3011
% Apply Onhﬂ‘@) ~ lmplemetitaten of SS0G jiroject in Aligarts Ll
; Published by: Shri Ashest Kumar Agarmal bm 01,/09/2011
levents < Afiptesier| Mirubes of PEE T33 Meting i oy 25-20-2011
Computer Awannsss & Publishied by: Dy Parboah Chang Thikur pn 01/09/2011 v
Agplication Saftwares Hands-
on-taining fit selected

employezs of Patna High Messaging
Coutt for the periad

1508 231 kD3 AR Weh' Cannest e Photegsllor 13

(Phag 111-15t Batch) 2 L Ve Evants MNews WiC PEC Minutay agsllory 0S5 Feedy Userul Linhs

w ¥ @ B B @ §E @

| Porsonnel Cormer

o Pirthday Wishes
O Superarmuations
® Joined Tasny

® Eeding N1Cans

Fig.eFile. 74

As a result, NIC email gets open, as shown in Fig.eFile.75.

e Select the Receipt which needs to be moved to eFile Application, as shown in Fig.eFile.75:

NIC, 2012
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@che p.khetwal| Your Lt login at Tue, 30-08-2011 03:55 PM

- e b e

My Accaunt | Dirsctary | Help Desk] Signaul |

Home Divisions State Units Projects Library Training Download Forms Manunly Jﬁhluhf—_!
2 Compoue Mall \JFetch Uneads | Sinc Foder | Delte al Movelo [I Move Toefile

o3 INHOX (404Y) LI
1 [] Subject From Date efile Status
= Rl Systams to be moved o the new ’
B} Twncan | ¥ Kcabon/S/W L. LaKapll 1425 Mot Sant
4 Do (8) [T Details of eotfice machines “Ashobhit rwat 14:0% Not Sent
- | Fwd | Systerms to be moved b the rew Skl e Nt Sent
2 Login Netfcations (644) L Jocation/S/W . '
- RE: [Dnsrequest] Request for URL
C) ProbablySparm (0) O ey v 1046 Net et
- Rt Rel Regd! Eoffice application for
1
) Sent (0) W} nethad pargsi Ldmndeep jand 10:40 Not Sant
“ Tgh (0) [ Res Regarding Two Servers In 106 (dKapll 10,37 Mot Sant
2 bstrviesicin (40) [] eLeave Script LJankit tamar 1014 ot Sent
[[1 Guidelines New Jdmndeep jand 0410 Mot Sent
Nenegefolgers {1 Dummy Instance for Punjab Lysmndeep Jand 02:24 Nt Sent
71 Request tor URL Mapping L A5am| Kumar Patro Sep 01, 2011 0407 PM  Not Sent

| Fetch Unreads [ Sync Foder [] Delete ol Move o [l Move Toefile

Copynght © 2010, NIC Powered by National Infermatics Centre

Fig.eFile. 75

¢ Click the Move To eFile button to move the selected receipt to eFile application, as shown in Fig.eFile.76
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e@ffice pkhetwal| Your Last lgin at Tue, 30-08-2011 0355 PM
A A b A
My Actount | Ditsctory | Help Desgk| Signout |
Home Divisions State Units Projects Library Training Downioad Forms Manuals ,DSolr:h'
B3 Compose Mall 1 messages eFile-d
03 INBOX (4089) | Feteh Unreads [l Sync Folder [| Delete Iwna‘ a1 Mo o || Mowe ToeFlle
B3 =nal (129 INBOX
3 Can (1 [7]  Subject From Date eFile Status
- —  Re! Systems to be moved to the new . X
3 Drafts (0) a locaton/S/W & aKapll 14:25 Sent
3 Login Notification's (644) [T Details of soffice machines shobhit mwat 1400 Not Sent
~,  Fwel! Systems to be moved to the new
I3 ProbablySpam (0) L location/S/W s.. [ 4Kapil 11:24 Not Sent
7 —  RE [Dns-request] Raquest for URL 2 :
3 Sent(0) 0 Haghing “idivya 10:46 Not Sent,
3 Tmsh (0) - Re: Re: Regd: Eoffica application for ; ;
[ onia ey =dsandezp fand 10:40 fot Sent
L3 websencesnicin (40) [ Re: Reganling Tww Senversin 19 (dapll 10:37 ot Serit
Manage Folders [0 eleave Sctipt Ldankit tormar 10:18 Not Sent
[0 Guidelines New [Jandeep fand 04:10 Not Sent
[] Oummy Instance for Punjab —dsandeep Jand 02:24 Not Sent
[] Reguest for URL Mapping =1Sam) Kumar Patio Sep 01, 2011 04:07PM Mot Sent
CFeteh Unveads || symc Foer|_Deieie [Lnoas 2] tow & || tore ocric I

2010, MiC Powerad by National Tnforma

Fig.eFile. 76

As a result, sent message appears at top (Fig.eFile.76).

e Click the Home Button to move to the Home Page of eOffice Portal, as shown in Fig.eFile.77
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Fig.eFile. 77

As a result, Home Page of eOffice Portal appears as shown in Fig.eFile.78
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¢ Click the eFile Link to move into eFile Application (Fig.eFile.78), as a result, eFile application opens as shown
in Fig.eFile.79
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Fig.eFile. 79

¢ Click the Email Diarisation link and then click the moved receipt from the NIC eMail Section to diarise it
(Fig.eFile.79).

As a result, Diarisation page appears, as shown in Fig.eFile.80
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Fig.eFile. 80

e Diarise moved Receipt and click the Generate Receipt lI SeapmiaReceint |) button (Fig.eFile.80).

As a result, Sent to Page appears as shown in Fig.eFile.81.

(r-l
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Fig.eFile. 81
Created:

Created option contains a list of all the receipts that has been diarised by the user but not being
marked/sent. User can view all the created receipts, by clicking on ‘Created’ link under the Receipts
section. As a result the, Create Receipts screen appears, as shown in Fig.eFile.82:
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Fig.eFile. 82
There are 5 links provided under Created Section of receipt:
a) Forward: User can use this option to forward the receipt to the intended recipient.
b) Put in a File: User can use this option to attach the generated receipt under the concerned file.

To attach a Receipt/s under a file, user has to perform following steps:

Select receipt/s from the Created section which needs to be merge under a file, and click the ‘Put in a File’
link, as shown in Fig.eFile.83:
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e Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.84:

The list contains files which are present in ‘Created’ or ‘Inbox’ section of File.

Search File For Attach

Search

File Number Subjact
O E S-11013/11/17/2011-ADM Functionz! to sttend...
O E S-11011/11/15/2011-ADM To sttend the work=h...

S/ALf2011-ADM

O E S-11013/11/137/2011-ADM tyesting

(O E S-11011/11/127/2011-ADM Far testing the st ...

O E s-11014/11/1/2011-ADM best
OE S-12011/1/2011-ADM medic=l bill fils

i <« < X > >
| attach |

Fig.eFile. 84

e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.85:
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Fig.eFile. 85

Click the Attach () button (Fig.eFile.85), as a result the receipt gets attached to the selected file.
c) View: User can use this option to list the receipts depending upon its current state. i.e. (Physical, Electronic, All)
To use this option, user has to perform following steps:

e Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.86:

Physical

Electronic

Al

Fig.eFile. 86

i.  Physical-Click the Physical from the dropdown menu to view the Physical nature receipts,
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as shown in Fig.eFile.87:

Physical

Electronic

Al

Fig.eFile. 87

i. Electronic-Click the Electronic from the dropdown menu to view the Electronic nature
receipts, as shown in Fig.eFile.88:

Physical

Electronic

Al

Fig.eFile. 88

ii.  ALL-Click the ALL from the dropdown menu to view the all the receipts altogether, as
shown in Fig.eFile.89:

Physical

Electronic

Al

Fig.eFile. 89

d) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt no. will be allocated to the copied receipt.

e) Dispatch: User can use this option to Dispatch a receipt.

If user wants to dispatch a receipt from the Created section then the receipt will first move to inbox of
that user and then from there it can be dispatched.
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For Dispatch Process refer to the Receipt Inbox.
There are 10 links provided when opening up a Created receipt: (Physical and Electronic)
a) Send To Draft: User can use this option if wants to work on the created receipt later on.

b) Movement: User can use this option to track the Movements’ of the receipt which automatically gets updated
as Receipt moves further.

c) Details: User can use this option to view the details of the generated receipts such as Dispatch History,
Referenced files and Referenced Receipts, as shown in Fig.eFile.90:

Send To Draft | Mavements \\ Edit | Forward | Putin aFile | Copy | Dispatch | Attach File | Attach Receipt |

Receipt No ¢ 9495,’2012/“:
Subject : Training to the 1AS ...
From : ravi verma
Designation

Address DOPT

Main Category ! Training related matters
Sub Categary

Sent Date :

Opening Date ¢

Letter Reference No :

Letter Date :

—
| Dispatch History

Dispatch Number. ¥ Subject  Dispatch Date ¥ Sent Through  Dispatch Mode

Referanced Files

|

 File Number ¥ Subject v Aftached by

E A-11011/128/32012-LF fdsafsdf ALKA A KULKARNI K

Referenced Receipts

~ Receipt No. ~ Subject ~ Attached by v
P SSQJ;‘ZMZFLF asd ALKA A KULKARNI x

Fig.eFile. 90

d) Edit: User can use this option to edit the Metadata fields of the Receipt.

Click the Edit link ), as a result the Metadata fields get active.

Editing of the metadata is possible after every movement of the receipt, except, Received Date,
Diarised Date, Letter Date and Delivery Mode.

After making required changes in Metadata fields, click the Save button to save Metadata.

e) Forward: User can use this option to forward the created receipt to the intended recipient.
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f) Putin a File: User can use this option to attach the created receipt under the concerned file.

To attach or put a Receipt/s in a file, user has to perform following steps:

Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.91:

The list contains files which are present in ‘Created’ or ‘Inbox’ section of File.

Search File For Attach

Search

File Nurmber Subijact
(OFE S-11013/11/17/2011-ADM Functionz! to sttend...
'S E ........ S-11011/11/15/2011-ADM Te sttend:the work=h...
& ST 1/11“4/:0 b
o e s /1/2011-ADM ................................................. tes s
o E s :!.1011./11,"13;’2011-/—.DM tyesting
O E' ' S-11011/11/12/2011-ADM Far testing the st t...

(O E  S-11014/11/1/2011-ADM test

(OE S-120:11/1/2011-ADM meadizal bill file

= <« < 1 > >
| attsch |

Fig.eFile. 91

e Select afile in which the created receipt needs to be attached, as shown in Fig.eFile.92:
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Fig.eFile. 92

Click the Attach () button (Fig.eFile.88), as a result the created receipt gets attached to the selected
file.

g) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt no. will be allocated to the copied receipt.

h) Dispatch: Refer to Dispatch option in Receipt Inbox.
i) Attach File: User can use this option to attach the receipt with the File.

To attach a receipt with a file, user has to perform the following steps:

Click the Attach FiIe() link, as a result list of files will appear, as shown in Fig.eFile.93:
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The list contains files which are present in ‘Created’ or ‘Inbox’ section of File.

2012|E| Search

|:| * File Number * Subject

D B FL-00456 FL-00456

& P F-13011/1/2012-CC this is my file

(& E confusion confusion

E E pull-check-velume(1) pull-check

L]
| Attach File |

Fig.eFile. 93

o Select a file in which the receipt needs to be attached and click the Attach File () button
(Fig.eFile.93), as shown in Fig.eFile.94:
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Fig.eFile. 94

As a result the attached file reflects under ‘Referenced Files’ section of that Receipt, as shown in
Fig.eFile.95:

Copyright © NIC, 2012



=oifice

Receipt Mumber . B131/2012/CC
File Ma. :
Subject . dsfd
From . dsfd
Sent Date : 2012-02-17 17:09:26.385
Sent By = Sant On ~ Sent To  Actior™ Remarks"

ALOK PANDEY 17/02/12 ALOK PANDEY -

| Dispatch History

Dispatch _ ; Dispatch _Sent _ Dispatch

Number. b wl]ate b Through b Mode -
Referenced Files
= File Number ~ Subject = attached by -

P FL-004565 FL-00456 ALOK PANDEY -~

E D-25014/3/2012-CC PMOO01 ALOK PAMNDEY ~

P F-12011f1/2012-CC this is my file ALCK PANMDEY >~

Fig.eFile. 95

j) Attach Receipt: User can use this option to attach the working receipt/document with the other
receipt(s)/Document(s) irrespective of the receipt nature. This link is visible when user opens the receipt
from Receipt Inbox/Created.

Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa.

Also, the receipt attached with other receipts can be send to only one user at a time.

For process of Attaching Receipts refer to “Attach Receipts option under Receipt Inbox”.

Quick Actions: - There are one useful link given under Created Section of receipt:

+ Delete ()- Deletes the selected receipts, as a result deleted receipt moves to Recycle Bin
section of Receipts.

Sent:

Sent option contains a list of all the receipts that are sent as an outward correspondence.
User can view all the sent receipts, by clicking the Sent link under the Receipts section. As a
result the, Sent Receipts screen appears as shown in Fig.eFile.96:
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Fig.eFile. 96

There are 4 links provided under Sent Section of receipt:

a)

b)

Forward: User can use this option to forward the receipt to the intended recipient.

follow up action and specifying time to receive follow up on any corresponding receipt.

To create a new follow up on a receipt user has to perform the following steps:

Select the receipt on which follow up need to be created and click the New Follow Up option under ‘Mark As’
Link, as shown in Fig.eFile.97:
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Fig.eFile. 97
As a result Follow up screen will appear as shown in Fig.eFile.98:
Followup
Followup Sewerity
] Urgent
@ normal
Enter a Follow Up action :
) Email
Alert Mode ’_:. SMS
4 Both
'@: MNone
When to Follow Up 16/02/2012 5 : 5T PM [+ |57
Sawve || Cancel
el |

Fig.eFile. 98

Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.99:
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Followup

Followup Sewverity

'ét Urgent

" Normal

Enter a Follow Up action

Alert Mode

when to Follow Up

Forward the Receipt

) Email

L S
@ poth

Y None

13

29/04/2012 5 e

PM [+ 521

Sawve | | Cancel

Fig.eFile. 99

Click the Save () button (Fig.eFile.99) as a result follow up will be created.

c) View: User can use this option to list the Files depending upon its current state. i.e. (Physical, Electronic,

Followed Up, All)

To use this option, user has to perform following steps:

e Move the cursor on View link, a drop down menu will appear with the following options as shown in

Fig.eFile.100:
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Physical- Click the Physical from the dropdown menu to view Physical Receipts as shown in
Fig.eFile.101:
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Fig.eFile. 101

Electronic-Click the Electronic from the dropdown menu to view read Receipts as shown in
Fig.eFile.102:

Fhys=ical

Electronic

Followed Up

All

Fig.eFile. 102

i. Followed Up-Click the Followed Up from the dropdown menu to view the Receipts on which the
user has marked a follow up, as shown in Fig.eFile.103:

Fhys=ical

Electronic

Followed Up

All

Fig.eFile. 103

iii.  ALL-Click the ALL from the dropdown menu to view all the Receipts altogether, as shown in
Fig.eFile.104:

Phy=ical
Electronic

Followed Up

All

Fig.eFile. 104

d) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

There are 3 links provided when opening up a Sent receipt: (Physical-without attachment)

a) Movement: User can use this option to track the ‘Details & Movement’ of the receipt which automatically gets
updated as Receipt moves further.
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b) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts, as shown in Fig.eFile.105:

Movements | Detail | Capy |

Recaipt flo 9521/2012/L18
Subject 1 Ramesh 012

From : Ramesh 012
Designation !

Address : Ramesh 012

Main Categary : AlIRTE matters

Sub Category !

Sent Date ¢ 13/06/12 03:16
Opening Date | 13/06/12 01:54
Latter Refarance o ¢

Letter Date :

‘ Dispatch History

Dispatch Number. ¥ Subject  Dispatch Date * Sent Through  Dispatch Mode v

1/548/2012 Ramesh 012 13/6/12 1:59 M BROF(HINDI) | (5ek)

| —— |
‘ Referanced Files

 file Number ¥ Subject ¥ ptached by v
| Referenced Receipts
 Recaint No. v Subjeat ¥ Attached by v

Fig.eFile. 105

e) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

There are 3 links provided when opening up a Sent receipt: (Physical-with attachment)

a) Movement: User can use this option to track the ‘Details & Movement’ of the receipt which automatically gets
updated as Receipt moves further.

b) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts, as shown in Fig.eFile.106:
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Movements Copy |

Receipt No ¢ 9521/'2012![[9
Subject : Ramesh 012

From ¢ Ramesh 012
Designation !

Address ; Ramesh 012

Main Category : AlIRTI matters

Sub Category :

Sent Date : 13/06/12 03:16
Opening Date : 13/08/12 01:54

Letter Reference lio :

Letter Date !

—
" Dispatch Histary

Dispatch Number. * Subject  Digpatch Date  Sent Through  Dispatch Mode )
1/648/2012 Ramesh 012 13/6/12 1:53 P PROF(HINDT) | (5elf)
—
" Referenced Files
 File Number  Subject v pttached by v
Referenced Receipts
 Receipt No.  Subjedt  Atached by v

Fig.eFile. 106

c) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

There are 3 links provided when opening up a Sent receipt: (Electronic)

a) Movements: User can use this option to track the ‘Movement’ of the receipt which automatically gets updated
as Receipt moves further.

b) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts, as shown in Fig.eFile.107:
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| o]
Receipts = Recziptllo ; 10683/2012/LF
} Brovae & Dizrize " Subject 1 tost
+ Physical Fram. | ram prakazh
4 Elartronic Designation | n/wengg
1 Addrazz I
¥ Inbox {3) res: fainur
s s Deparmentzl Szcurity Instructions incuding Access
+ 2dgy Testing SR Control Syetem
+5hyzm Sub Category ¢
+Today Receict Sent Date: 17/09/12 11:24
Opening Date :  17/09/12 11123
b Email Dizrisation
Latter Referance
b Crezted lo
I Letter Date 1
¥ Closed S
| Dispatch History
b Atknovledgement ‘
} Rezyele Bin Digpatch Number» Subiectr Dispatch Dater Sent Throuah Dispateh Moder
Fes e
Migrate File i i Referenced Files
Dispatch 2]  File Bymber ¥ Subtect ~ Attached by
S0 I}
Reporte | | Referenced Receipts
| Settings &l YReceiptNo, TSubject “Aftachedby  vAftached Date T
| Detach Receipts
vReeptho,  vSubect vDetachedby v Detpched Date

Fig.eFile. 107

c) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

Closed
Closed option contains a list of all the receipts that are marked as closed as shown in Fig.eFile.108:

Re-open |
[ Receipt No. * File No. * Subject * Closed On * Closing Remarks T
D 8i117/2012/CC sda 17/02/12 01:02 5

Fig.eFile. 108
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User can re-open the closed receipt anytime by clicking the Re-Open option.

To Re-open any Receipt (Physical or Electronic), user has to perform following steps:

o Select the Closed receipt which needs to be Re-Open and click the Re-open option available, as shown in
Fig.eFile.109:

]~ Recaipt Na. * File No. ¥ Subject ¥ Closed On ¥ Clasing Remarks v
D 8126/2012/CC 121 17/02/12 08:03 5
8134/2012/CC sdf 17/02/12 06:03 d
L 8117/2012/CC 502 17/02/12 01:02 5

Fig.eFile. 109

As a result, confirm message to re-open the receipt will appear, as shown in Fig.eFile.110:

Alert

@ Areyou-sure you want to re-open this receipt?

Remarks * ¥

E O ; Cancsl

Fig.eFile. 110

o Enter the remarks and click the ‘OK’ button (Fig.eFile.110) to finally Re-open the closed receipt and so the
receipt moves to the Receipt Inbox of the user.
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Acknowledgement:

Acknowledgement option contains all the receipts that are diarized by the user for which an acknowledgement
can be generated, as shown in Fig.eFile.111:

| ByPost |
| Recaipt No. * Subject * Subject Cateqory =
O B135/2012/CC dsf Creatien and Continu..,
& B134/2012/CC sdf Deparmental Security...
D gi3if2oiz/cC dsfd ACP and other relate..,
| Bi28/2012/CC Hi Computer Security
| B126/2012/CC 121 Computer Security
D gizs/20i2/cC i1 Canduct Rules, Intim..,
D gizafoiz/cc acr related ACR related matters
D gizzjaoiz/cc acr related ACR related matters
D giig/2oi2/cC training of the Empl.., Conduct Rules, Intim..,
| B118/2012/CC sdds Court Cases
| B117/2012/CC sda AMC & Demand

Fig.eFile. 111
There is 1 link provided under Acknowledgement Section of receipt:

a) ByPost: This link helps the user to generate an acknowledgment for the selected receipt

To generate an acknowledgement user has to perform the following steps:

e Select the receipt for which the acknowledgement is to be generated and click the ByPost () link, as shown in
Fig.eFile.112:
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Bypu@|
eceipt No. * Subject ~ Subject Category v
8135/2012/CC dsf Creation and Continu..,
8134/2012/CC sdf Deparmental Security...
8131/2012/CC dsfd ACP and other relate..,
8128/2012/CC Hi Computer Security
T AN Pl ToT TompULEr SECUNTy
D 8125/2012/CC i1 Conduct Rules, Intim..,
O 8123/2012/CC acrrelated ACR related matters
O 8122/2012/CC acr related ACR related matters
[ g113/2012/CC training of the Empl... Canduct Rules, Intim...
[l 8118/2012/CC sdds Court Cases
O 8117/2012/CC sda AMC & Demand

Fig.eFile. 112

As a result, File Download dialog box appears, as shown in Fig.eFile.113:

Do you want to open or save 1348208712028.pdf (1.21 KB) from 10.248.80.147 Open Save |7 Cancel

Fig.eFile. 113

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the report.

To save the acknowledgement click the Save ) button (Fig.eFile.113).

As a result, the Acknowledgement is saved at the specified location in Pdf format. Now, Now user can open it
and make necessary amendment and can revert back as acknowledgement.

Recycle Bin:

Recycle Bin option contains list of all the receipts which are deleted from the “Created” section of receipts.

There are 2 links provided under Recycle Bin Section of receipt:

a) Delete (): Permanently deletes the selected Receipt.
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b) Restore (): The receipts which are deleted from the Created section are restored back.

Receipts |
} Brovez & Diatse " Recent o ¥ St ¥ Subjeet Category v

APyl P 10388/ 2012/LF 3 Creation and Continu..

+Elechonic
 Inbex [27)
+ 28y Testing
+Today Receipt
y Email Dizrisation
} Crested
b Sent
b Closed

} Acknavledgement

ilégfcie_ﬁiﬁ

Fig.eFile. 114

Files

A File is a collection of related records which comprises of Receipts, Notings, Drafts, References, and Linked
Files

There are various links available under Files section which is mentioned below:

1. Inbox
2. Created
3. Parked
4. Closed
5. Sent

6. Physical File
7. Electronic File
8. Create Part
9. Create Volume

10. Recycle Bin

Let’s have an introduction about these Links one by one:
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Inbox:

Inbox link contains the list of all the eFiles that are received/ marked by any other eOffice user, as
shown in Fig.eFile.115:

Date Range : 03/09/2012 To 18/05/20£2
i & | Receive | Reply | Forward | View | Move To | Mark As | More Action | Create Volume | Hierarchica Viet! v, Fles E ‘
i - Myfes
O * Mumber  Sublert ™ Sender * Benton DueOn  vResdOn * QudkAdion
il £ AL011/272/2012-C0 sadasd IAGHOHAN SINGH 03/09/12 04116 - 04/09/12 03:02 BEYe
= B £ dafdst JAGHOHAN STNGH 03/08/12 04110 . 14/08/12 11138 Bhe
P il £ dgsdig ALOK PANDEY 03/03/12 04110 - 14/09/12 11331 Bh¢
+ Completed F p Gs Sharma Created GEETA SHARMA 03/09/1203:45 - 03/09/1203:45 Bhe
 Parksd B E asd GEETA SHARMA 03/09/1203:45 - - Boe
} Claced B B Actd0iyaEniLe wrdwerwrur GEETA SHARMA 03/08/1203:45 E : BEae
b Bent
b Bhyzics| File
Create New(lon
*ers)
4+ Crazte New{5FS)
b Elactronic Fille
Craate New{lon
*apsy
+ Create New(5FS)
 Craats Part
b Create Volume
¥ Recydle Bin LEGEND | | Out Today [ | Most Immediats | [mmedizte Ordiniary
| Migrate Fila EI
Dispatch &
oS &
Reparts #
| Settings &

Fig.eFile. 115

User has to click the File number to view the File. As a result, the user can view the content of File
along with the details. The convention E and P is used to discriminate between Electronic and
physical File respectively.

There are 8 links provided under Inbox Section of Files:
Receive:
Helps the user to receive the Physical file.

To receive a Physical file user has to perform following steps:

o Select afile from the Inbox which has to be received, as shown in Fig.eFile.116:
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“Réceiv'e [ Reply Fonverd | View | Mave To | Hark s | Wore Acton | Create Volume | Herge | mmmmw:wﬁ__ E] ‘
i  Naber " Subiect " Sander “Sento "Dueln R ln v QuckAdom *
i ERL01/1i02E ofsdaig DINESH CHANDRA LOHAI 19/08/12.0246 . 18/05/12 02151 Bye

F K& B p au0sm000sa) phydlftesting ALK KUMER 18706112 0346 : 16/05/12 04:02 Bo¢

[ E suniyjugnc R Fishdefds defdsted TAGMOHAN SINGH 1406/12 02,00 - 14/08/12 0200 Bye

§ P ELIL20IRT CPEPRRSRRDRE ALKA & KULKARAT 1406112 11212 - 14/06/12 11113 BYe

f PGS/ fost LKA A KULKERT WSz : 1W/08/12 11313 Eoe i
mnm Pl high jump ALKk & KULKARD 10812 1112 . 14/06/12 11013 BYe

H P TESTREFLVLINK? TestReplLniz ALKA & KULKARNT woghz i 3 1/08/12 11113 B4e

{] P TESTREPLYLING TEtReﬂyUnk ALKA A KULKSRIL Wz - g2 13 B4e

i P C3/a01-ce fest ALK A KULKARIL Wi0g/2 182 - 4/05/12 11113 BHe

F P ALKATESTOIOATCH Ala Test Dispsteh ALKA A KULKERNT g2 12 : /0512 1113 Boe il
[ | P BN bbb ALKA & KULKERNI g i - 14/05/12 1513 Bye

§ P Eanlglnnee test LKA A KULEAR N 14/08/12 10211 : 1/08/12 11:13 Bae

E | P CLI0I-a ot ALKA A KULKERHT gz . /0612 1113 Boe

i P B[143/2013-E6C Volumela] = LKA A KULKARD 1]05/12 11i11 a 14J08/12 11113 BYe J
LEGEND i Out Today [ | Most Immedizte | | Immadiate Drdinary

Fig.eFile. 116

Click the Receive link, as a result the alert message comes to confirm the receiving action of file, as
shown in Fig.eFile.117:

Receive File Confirmation

Are you sure you want to receive this
File ?

‘ Cancel ‘

Fig.eFile. 117

¢ Click the OK button (Fig.eFile.117), as a result the file gets received and then it can be opened as the
file link gets activated, as shown in Fig.eFile.118:
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& TETRL R FLATE SELTTIO

eofflce Lost Login © Frl, 17 Feb 2012 02:18 PM ﬂ‘ ALKA A KULKARNI  Signout

S b b T

ashboniy

EFi]E slectronic file system

Data Range 17/12/2011 To 17/02/2012

Receipt I+ ‘ Recelve | Forward | View | Move To | Mark As | More Action | Create Volume |
Files =
S ok * Numbser ~ Subject = Sendsr ~ Last Seen By~ Ssnt on ~ Due Onv Read On = Quick Actioh =
e Training In DOPT. ALOK PANDEY ALOK PANDEY 17/02/12 02:40 - 17/02/12 02:54 B 5 ¢ |
» Drafts check-up-flles  ALOK PANDEY ALOK PANDEY 17/02/12 01:16 - 17/02/12 01:16 B 5c¢
» Completed pull-eheck ALOK PANDEY ALOK PANDEY 17/02/12 01:14 - 17/02/12 01:14 B ne¢e
¥ Parked pull-check ALOK PANDEY ALOK PANDEY 17/02/12 12:57 - 17/02/12 12:57 B 5 ¢
» Closad
b Sent
¥ Physical File
» Creste New{Non 5F5)
# Crealis New(SES)
¥ Electronic Flle
+ Create New(Non 5F5]
+ Creste New(SFS)
» Creste Part

» Create Volume
¥ Recycle Bin

» Meta Manager

Migrate File =)
Dispatch Officer |;‘. LEGEND W Out Today W Most immediate | Immediate Ordinary
DAK Dispatch =
Dsc i+
Report 1%
Settings =)

Fig.eFile. 118
Reply:
Helps the user to reply to the sender of the file.

e Tosend areply on file user has to perform the following steps:

e Select afile from the Inbox for which reply has to be send, as shown in Fig.eFile.119:
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‘m\}a\Reﬁ\yNFnrward\ViéwwnovaTo\Mm\Moreﬁhn"nraatayuiumetrQarge1 memnh{:awmww_ﬁ‘_u_ El |
0 * umter v et * Sender vSentan vDuedn  vReadOn * Quick Ation s
i E EH0M1I00F dsdaidy DINESH CHANDRA LOHENT 18/06/12 02:45 - 19/08/12 02651 Bhye

ok P B-L3010/5/2012-0050A) shyditesting ALOKFUMER 18/06/12 03145 . 18/06/12 0401 Bye

f " Ficsfe dfdfed TAGHOHAN SINGH 14/06/12 02,00 . 14/08/12 02:00 Bye

H P VT SORRARRRRARR ALKA A KULKERNT 1i0g/12 1112 : WEi12 113 Bye

il PGS st ALKA & KULKARKI Witz 1L - G2 11113 BYye 2
0w POt bigh ump LA & KULKARN 1081211312 - t4/08/12 11123 By

i B TESTRERLVLIN TestReglyink? ALKA & KULKARN 140812 1182 - 14/08/12 11123 By

{] P TETRELILI TestReplink ALK A KURKIRN o - 1408/12 11123 Bye

i IV RS st ALK A KULKARNT 14/08/12 11112 - 0812 11413 Bye

f B AKATESTDIEOATCH e Test Dispateh ALKA A KLAKARH 10121112 - 1408112 11123 Bye I
f P EL012/8/0010-E hidhh ALKA & KLLKARI 1408/ 11381 . 14/08/12 11113 Bye

il P BIRICE test ALKA A KULKSRNT 140612 1110 . WEH2 11113 Ese

il P L ALk A FULKARI 10612 11118 - 1408/12 1113 BYe

i P H/NNEBColimel?) = LKA & KULKARN 14/08/12 11:11 - 140812 11113 By 1
LEGEND | Qut Today ] Most Immediate i Immedizte | Ondinary

Fig.eFile. 119

e Click the Reply link, as a result the recipient gets automatically selected from the send to list, as
shown in Fig.eFile.120:

Send

File Number :  A/5/2012-1S(AR)

Subject : Description
To | Prabhas Kumar Jha—15(AR)—~ARC
Set Due Date | E
Action |F0mrard | - l
Priority !.O_rdi!_'_ra_ry D
Total 1000 |

1000 character left

Remarks

| Send

Fig.eFile. 120
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Sign and Send process is having slight differentiation from normal sending of the Files. In this case, user will digitally

sign the file and then send it.

Let us discuss in detail how to implemet Sign and Send process.

¢ Enter the input required details to which file to be sent on as shown in Fig.eFile.121:

|. Send

File Number :
Subject :

To

Set Due Date

Action

Priority

Remarks

A-12012/1/2012-LIB-LESNAA
Sign & Send

RAMESH KUMAR--SLIO(RK)--LIBRARY

i
Forward lz‘
Ordinary lz‘

Total 1000 |
587 characters left

Sign and Send

I:l Send as sticky note

| Sign and Send || Send

Fig.eFile. 121

DSC should have been Plugged in and in Dedected mode then will display Sign and Send button for

the file else only Send button is visible.

e Click on Sign and Send button as shown in Fig.eFile.122:
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File Number :
Subject :

To

Set Due Date

Action

Priority

Remarks

A-12012/1/2012-LIB-LESNAA
Sign & Send

RAMESH KUMAR--SLIO(RK)--LIBRARY
Forward lz‘
Ordinary |z|

Total 1000 |
1000 character left

D Send as sticky note

| | Sign and Send |I Send

Fig.eFile. 122

e Pop windows appears for signing the document and click on Run button as shown in Fig.eFile.123:

File Humbat |
Subject :

Tg

Sot Dus Data
ATtion

Priotity

Remais

A-12013 1301 2-LIB-LESHAA

Sign & Send

| RAMESH kUMAR--SLID(RKI-LIBRARY
Forwsrd I~

" ordinary =

Totsl £000]

S8

Sign and Send

[Mand sz sticky nete

SigniSend Applet Window
* Docament Signing In Progress

| Sign and Send |1 s2ne

| Waming -Secarty

The application's digital signature cannot be verified.
Do you want to run the application?

o

Name: org.nic.enffics. fienoteupload. gu, FieUigicadAngi=t:
Poblisher: UNKNOWN

From: hittptff10.258:80.14:8080

I st o
[Can ) (]

This sppicstion vl run with unrewncisd scoess which may put
wour persans mformation st rse: Run this sppiceton anly 7 you
brust the pubishar.

Mare Informasion..

Y

Fig.eFile. 123

e A pop window appears displaying File is signed as shown in Fig.eFile.124:
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== |

P
\D File Signed and Encrypied Successfully

OK

Fig.eFile. 124

e When received user opens the Inbox and click on the received file is displayed as shown in Fig.eFile.125:

File Noi & 1301271/2002 LI0-LESAAL

Mg | [ o=t | es | Limk | Detsils | Movements | Edt | S=nc | Mors Action | Creats volums | Mere Dstails |
& P Prma
B |add Green Ntz 5 'Add Yellow Note
a nath struggia far indesandanca ses launched by the Indian ational Congress and [atar joined by

the Mudlim Leagy= - The T ind epesides

e movernent Jo= from the Unibed Kiogdom in 1557, aftet the
Beitiah pravinces mere T IBORGEE THTE -

Grrnnlens of 1ndls and Ssklstan 2nd the prinealy states =1

sccaded to =na of the naw states

27/09/ 2012 11:30 AM RAMESH NUMAR
[SLID(RK]}
1]

F7/09/2012 6:15 M RAMESH NUMAR
NEELIo(aK])
B ey s |
DOFLO/ 2013 3:37 DM RAMESH KUMAIL
(SLID(RK))

* .

10/310/2017 207 0M RAMESH KUIMAR

Fig.eFile. 125

Red colored box indicates the newly added signature of authority.

e Provide the Due date (if required) for the File using the calendar (3Z]) link adjacent to the Due Date text box.

e Select the Action which has been taken on the File from the dropdown menu as shown in Fig.eFile.126:
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| Send i

File Number :  A/5/2012-JS(AR)

Subject : Description
To Prabhas Kumar Jha--1S(AR)--ARC
Set Due Date [ .'
Action :M‘ z ‘
Priority Ordinary D
Total 1000 |

1000 character left

Remarks

! Send ‘

Fig.eFile. 126

e Select the Priority (if required) of the File from the dropdown menu.

e Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.127:
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Send

File Number: A/5/2012-JS(AR)

Subject ; Description
To Prabhas Kumar Jha—]S(AR)--ARC
Set Due Date | 29/02/2012 E
Action Forward 4‘
Priority Most Immediate :[
Total 1000
994 characters left
URGENT
Remarks

I Send

Fig.eFile. 127

Click the Send () button (Fig.eFile.117). As a result, the File is sent to the intended recipient. Then, the user
will be redirected to the Sent Files page, displaying the list of all the sent Files along with the newly sent File, as
shown in Fig.eFile.128:
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“mewwam;\cﬁatepam
0 & » guymier Himring IAGHOHAN STNGH 13/07/12 03,38
[ E o B0/001.08T s Sharma <15 GEETA SHARMA 1307/42 0329 . |
B P ALI0IYZE/2002-L8 Flle 7878 GEETA SHARMA 130712 03:15 . @
i E o A101/738/2002418 Haryana Roadiays GEETA SHARNA 1071203143 - f
B £ fl0s55 DINESH CHANDRA LORANT 1307/12 0308 F
[ S S 7 fest DIKESH CRANDRA LOKANT 13/07/42 03,08
[ P Clanm/anzF fest RAMESH KUMAR 1307/1210:53
i P DiEY/aNIEERT 1 RANESH KUNAR 130712 10:5%
\] P IR aul back RAMESH KUMAR 130712 10:53
il A Sandy Test 2t JAGHCHAN SIHGH 120712 05111 - @
B B CmniF st TAGMOAN SIHGH 120712 0511 . B
[ POz ul back DINESH CHANDRA LOKANT 120712 05:02
B £ pANDTIL Pandtj DINESH CHANDRA LOKAIL Sellifit ]
B P Ol fest DINESH CHANDRA LORANT 12/07/12 02:45 1321200 J
LEGEND | | Dut Today [ | Most Immediate B Immadizte Drdinery
Fig.eFile.128

User can also Pull back the Sent File from the intended recipient even when the File is in the Inbox of

the recipient, using the Pull Back (@) link. In case, the recipient has opened the File, then it is not
possible to pull back the File.

Forward:
Helps the user to forward a particular File/s to the recipient.

To Forward a File/s, user has to perform following steps:

e Select File/s from the File Inbox which needs to be forwarded, as shown in Fig.eFile.129:
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‘ e | Reply | Fova [V | Move To | Merks | Wore Acton | Creste Ve Merge

Harcicl Ve, i

EN

i  Number * Supiect ” Sender vEanton Dueln  vReadOn v Quick Adion
fi E ROy gty DINESH CHANDRA LOKAN 19/08/12.02:%5 1910832 02451 B¢
B & suoysmeosi oheiestng 410K KSR 18/06/12 036 18/08/32 0402 Bye
5 E ooy Hts defdefd TAGHORAN S R/ 0300 140812 020 Bye
i P ELUNRT e LKA A KULKERI 6/12 18:12 08/12 11113 BY¢
R I LTPAAT; o At & FULKRRID Wgz 0 10§12 1113 BY¢
oo P bighiump LKA A KULKERNT 14/06]12 12 140842 11113 G he
i P IESTRERLMLI Tesephlink2 ALK A RUCKARIT gz 11212 i4)08)32 11113 Bhe
f P IESTRERLALI Tutaeﬁlyumc LA RULKERI W2 g Bhe
f P ommec fest ALK A KULKARN H/0gf12 112 5/12 11143 Bhe
F P ALKATESTDISOMOH s T Dispath AL A LKSRIT wgha 11 1408012 1013 Bhe
i | P Bl Widhbyg ALKK A FULKARID HIE/12 1101 J08/12 11113 Bye
F P B tat ALK A KULKARID /06/12 1511 1408}12 1413 Bhe
i | P CuE o1 468 & RULKERID gz 111 WOz 1113 By¢
i P W20 olimel) = ALK A KULKERN 14/08/12 18241 S406012 11113 Y ¢
(EGEIID B OutTodey [ | Mozt Immediate i Immediate Ordnary

Fig.eFile. 12729

e Click the Forward link, as a result the ‘Send to’ Page will appear, as shown in Fig.eFile.130:

I Send |

File Number

Subject :

Ta

Set Due Date
Action

Priarity

Remarks

check-up-files

check-up-files

Forward

Ordinary

Total 1000 |
1000 character left

Send
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e Either directly enter the name in the “To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient (Fig.eFile.130).

e Provide the Due date (if required) for the File using the calendar (i7]) link adjacent to the Due Date text box
(Fig.eFile.130).

e Select the Action which has been taken on the File from the dropdown menu as shown in (Fig.eFile.130).
e Select the Priority (if required) of the File from the dropdown menu (Fig.eFile.130).
e Type the remarks (if required) in the Remarks text box (Fig.eFile.130).

After entering all the Meta data the page appears as shown in Fig.eFile.131:

| Send
Fle Number :  check-up-files
Subject : check-up-files
To ALKA A KULKARNI--LI(A&K)--LANGUAGE FACULTY
Set Due Date | 22/02/2012 0l
Action Forward -]
Priority Most Immediate J
Total 1000 |
994 characters left
URGENT
Remarks
| Send ‘

Fig.eFile. 1291

e Click the Send () button (Fig.eFile.121). As a result, created File is sent to the intended recipient.
Then, the user will be redirected to the Sent Files page, displaying the list of all the sent Files along with the
newly sent File.

View:

Helps the user to list the Files depending upon its current state. i.e. (Unread, Read, Followed Up,
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Physical, Electronic, All)

To use this option, user has to perform following steps:

e Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.132:

Unread
Read
Followed Up
Phy=ical
Electronic

All

Fig.eFile. 1302

i. Unread- Click the Unread from the dropdown menu to view unread Files as shown in
Fig.eFile.133:

Unread

Read
Followed Up
Phy=ical
Electronic

All

Fig.eFile. 1313

Read-Click the Read from the dropdown menu to view read Files as shown in Fig.eFile.134:

Unread

Read

Followed Up
Fhys=ical
Electronic

All

Fig.eFile. 1324

i. Followed Up-Click the Followed Up from the dropdown menu to view the Files on which the user
has marked a follow up, as shown in Fig.eFile.135:
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Unread

Fead

Followed Up

Physical

Electronic

All

Fig.eFile. 1335

Physical-Click the Physical from the dropdown menu to view the Physical Files as shown in
Fig.eFile.136:

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 1346

Electronic-Click the Electronic from the dropdown menu to view the Electronic Files as shown in
Fig.eFile.137:

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 13537

ALL-Click the ALL from the dropdown menu to view the All receipts altogether, as shown in
Fig.eFile.138:
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Unread

Read

Followed Up

Physical

Electronic

All

Fig.eFile. 13638

Move To:
Helps the user to create New Folders and manage Existing Folders.
To create New Folder or to manage existing ones, user has to perform following steps:

e Select a File from the File Inbox which needs to be moved to new Folder, as shown in
Fig.eFile.139:

|I‘Ftenéi\i'e\Reb\yiFDrwardIV'néw\MwaTo\Markki|Mﬂreﬁ&[ﬁn\EraataVu{hme'iMEMEW H\EE.I‘EHII:EIWEW:WH\_E_ E ‘
i * Mumber v Subjatt * Cender *Senton *Dieln  vReadOn * Quick Adion E:
i E A1018/441/00124F ofsdgidy DINESH CHANDRA LONAN! 19/08/12.02:45 . 19/06/12 025t Bae
B K B ¢ g10m/smm00s shydijtesting ALOK KUMER 18/08/12 0345 : 18/06/12 04102 Bae
E E pimiaganier 8 Ffafd difdted TAGMOHAN SINGH 14/08/12 12i00 . 14/06/12 02:00 Bye
i P ELIL20-PRT OPRORRRRERERE ALKA & KULKERNT 14/06/12 11:12 . 14/08/12 11113 Bae
il PG st ALKA & KULKARNT 10512 11112 ; 14/0612 11323 Bhe £
0 n Poglsfmat bigh jurmp ALKA A KULKARNT 1406/12 18:42 . 4/06/12 1113 Yy
i P TESTREPLYLING TestRephlink? ALKA A KULKARNE Ws/z 112 - 14/06/32 14113 Boe
{] P TESTREPLYLINK TestReylink ALKA A KULRSRNE e - 14/06/12 1113 Bae
i PO st ALKA A KULKARNE g2 1t . 14/06/12 11113 Bae |
F P AKATESTDISOATCH s Test Dispateh ALKA A KULKARNE g2 1512 : 14/06/12 11123 Bae I
i SRl Vejubb ALKA A KULKARNE 146/17 1121 . 14/06/12 11313 Bye
i P BRI test ALKA A LKA 14/08/12 18211 : 406/12 1113 Bae
i P C-LINNINN-BRT ot ALKA A RULKERNT wWjog/1z 11,11 . 14/06/12 11313 Boe
[ P B0 EAClumel] s ALKA A KULKARNT 1408112 1141 - 14106112 11113 B¢ ]
LEGEND | Dut Today [ | Maost Immediat | Immediate | Drdinzry

Fig.eFile. 13739
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e Move the cursor on Move To link, a drop down menu will appear with the following options i.e. (My
Folders, Manage folders and Create New folder) as shown in Fig.eFile.140:

My Folders

Manage Folders

Create New Folder

Fig.eFile. 1380

i. My Folders- Click the My Folders link from the dropdown menu to view the File inbox and its
subfolders.

i. Manage Folders- Click the Manage Folders link from the dropdown menu to Delete or Edit the
folders created under File Inbox.

iii. Create New Folder- Click the Create New Folder link from the dropdown menu to create a new
folder under File inbox.

e Click the Create New Folder option, as shown in Fig.eFile.141:

My Folders “,

Manage Folders

Create New Folder

Fig.eFile. 1391

As a result following screen appears, as shown in Fig.eFile.142:
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Folder Name"| |

Createdin*|Choose One_ ¥

Fig.eFile. 1402

e Enter the New Folder name and select the Folder in which new folder is creating and click the Save

() button, as shown in Fig.eFile.143:

Folder Name*éjl'raining |
Created in® File Inbox ¥

[Save [ Clear |

Fig.eFile. 1413
As a result new Folder is created in specified Folder.
Mark As:

Helps the user to create a New Follow Up which keeps a track of a File, by alert mode, follow up
action and specifying time to receive follow up on any corresponding File.

To create a follow up on a File user has to perform the following steps:

e Select the File on which follow up need to be created and click the New Follow up option under ‘Mark As’
Link, as shown in Fig.eFile.144:
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& TETRL R FLATE SELTTIO

;:\©ff[ce st Lol & 0, 10 Fab G013 et en @ Abka A ULKATHT Sigoou
| Dets Rangs 17/12/2011 To 17/02/2012
Hemipt 23] Raceive | Forwsrd |'View | Move To [Mark &s | More Action | Creste Vaiumae
T =
; i - = Skt Sander = Last Sean By~ Sant.on - Du= O Reat On Quick Actian *
e ~ Trmmingn DOT, ALOX PANOEY ALOK PANDEY  E3/01/11 02140 1H0212 0325 B¢
» Ormits [® chock-up il ALCH PANOEY ALOK PANGEY 17/00/02 01114 17163112 01216 B 5 ]
+ Compiotard pull-chasek ALOK PANDEY ALOK PANDEY 1220212 01114 - 17212 0 B9 c
o, Pavim pisll-chack ALDE PANDEY ALOK PANDEY 17/02412 12:57 1702012 1157 B % c¢
b Clossd
» Sert
» Physics Fite
o Crent= Hew(Non 55]
- G i SE5)
Fils
; Newipion 525] I
+ s MeEW[SFEY |
¥ Croate Part
» Cr=ants Volume
]
¥ Bheta Muisr
Migzane Hie
Ok O = LEGEND | Ot Tirlkiew ] Mt Tinmiediate - Lrnepusitial v Cedlininy
MK Pt =
e &=
Hepart =
Rettings =
|
Fig.eFile. 1424
As a result Follow up screen will appear as shown in Fig.eFile.145:
=
~
Followup
Followup Severity
O Urgent
@& normal
Entar 2 Follow Up =ction
(5] Em=il
O sm
Alert Mode s
O eoth
@ None
When to Fallow Up |29/08/2011 | 111 | - |33 AM v |
Save l I Remove I

Fig.eFile. 1435

e Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.146:
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Followup

Followup Saverity
@ Urgent
O Normal

Enter a Follow Up action

Alert Mode

When to Follow Up

Forward the File

© Email
O sms
® poth
ONune

|30/0872011

N

36

Save: H Remove ’

e Click the Save () button (Fig.eFile.140), as a result follow up for the selected will be created.

More Action:

Fig.eFile. 1446

Helps the user to close or park the active file.

To Park a particular File user has to perform the following steps:

o After selecting the File which needs to parked, move the cursor over More Action Link and click
the Park File option, as shown in Fig.eFile.147:
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Receve | Repy [ Forvre Ve | Wove T Merk s | Hedal e A “|
M * Number ™ Sender v Sent on Thueln  ReadOn T QuokAchon &
' CloseFlle

i E AU e — DINESH CHANCRA LOWA 18/05/42 0246 ; LN Eoe

Ak B ¢ eonwsmoom) shyditestng ALOK KUMER 1806012 03246 . 18/06/12 0402 BYe

A E aihidhonie D it deed HGHOHAN SINGH Wt - ozt Bhe

D P ELYUI0-PRT PPPARARRRRARD BLKA A KULKARNI 140812 1112 ¥ 14/08f12 L1313 B .) (‘

i b NS et ALKA A XULKARAT 1ogl12 1412 : 40612 1113 Bhe F
[I r P g bigh juma ALK A KULKARM 0512 11012 : 140612 113 (KX \

[I | P TETREMING TReghlin ALKA A KULKERNT 0E/12 1112 : W13 gye

i P TESTREPLAINK Teshephlink KA A KLKARM 1406012 11112 : 06012 1113 gye

il P OmEE st ALK & KULKARKT s . g2 113 Bhe

A P ALKATESTOISPATCH e Test Dispeteh ALKA A KULKERHT W2 1 . 106112 113 Bhe
A P LN b ALKA A XULKARH W12 1411 : ez 113 Eye

i ST b B LKA YULeRI 1O6/12 1011t : 106012 1113 Ehe

i P Aok ! ALKA A XULKARAT 108l12 11t : 40612 11113 Bye

[| P B4/ el s ALK A KULARN 14/0g/12 11t ; 406442 1113 B¢ |

Fig.eFile. 14547

As a result, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.148:

Parking confirmation

@ Do you want to move the file to the parking folder?

Rermarks |

Rerminder Date @

Fig.eFile. 14648

QK

e Enter the Remarks and Reminder Date as per requirement and click the OK (

) button, as shown in
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Fig.eFile.149:

Parking confirmation

@ Do you want to move the file to the parking folder?

Required Later on
Rernarks

Reminder Date [y1a/10/2011 (]

| ok ’\Ibll Cancel ‘

Fig.eFile. 14749

As a result the selected file will be sent to Parked section of Files.

To close a particular File user has to perform the following steps:

e After selecting the File which needs to be closed, move the cursor over More Action Link and click the
Close File option, as shown in Fig.eFile.150:
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|Recewe [ Reply i-Fﬁrward'Wiéw\HmTo‘\‘MarkAﬁ|More,&.tﬁbn‘\Eraaiﬁvh{ﬁme'i'?&mel HlmmWiEw:W_ﬂ‘_ﬁ_, B ‘
i YParkFHa . e n
[ ¥ Mumber ‘ ¥ Sanger *Zenton *Oueln  vRealn T Quick Action E:
M B Ad0iidi s -mw ; DIYESH CHANDRA LOHANE 19/06/12 02146 . 19/05/12 02 Bye
Fl & B p paon/soeoosi ohyditestng ALOK R 18/06/12 03146 : 18/05/12 04102 Bye
§ | b g et defdehd JAGHOHAN STHGH W05/ 0300 - 14/06/12 02100 Boe
§ P ELYL2012RT CoRRsuRRRRRRe ALKA & KULKARNT Wg12 1112 : 0812 11113 Bse¢
il P AbSmE ot AL 4 KULGRRN OS2 . 11612 11113 BYye 3
[ n P gince bigh juma ALK A KULKAENT 108/ 11112 a /0812 1113 B¢ |
i P TESTRELYLIN Tesephlinic ALK A ULEARNT /gt 1112 3 Bg/12 113 Bhe
{] P TESTRERLYLING mtﬁeﬁ\yum ALK A FULKARN g : s 11 Bhe
M P o st ALKA A KULKARAT 10g/1214:12 ; 141012 1113 Bye
b P AKITESTDIERCH ke Test Dispath ALK A ULKRN Wios2 1102 : 10612 11113 Bye Ml
i I ST Wty ALK A FULKRN oG/ 11t - /08112 11123 oYy
A P Ealnc st LA A LRI W12 18,11 : Wog1 1112 Boe
i | P CLAMHALT wt ALk A LRI W82 a1 ; W62 11113 BYye
A P Y4301 B volimel?] = LKA A KULKARIT Wg/12 111t : H406/12 11113 gye .

Fig.eFile. 1480

As a result, Cover page of File will appear, as shown in Fig.eFile.151:
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Training in DOST. I

Fig.eFile. 1491

o Enter the Closing Remarks as per requirement, as shown in Fig.eFile.152:

Copyright @ NIC, 2012



o~

Training in DOPT,

Choose One

Fig.eFile. 1502

e Click the Close () button (Fig.eFile.147) to finally close the file, as a result the selected file will
be sent to closed section of Files.

Only creator of the File can close the file, no other person has access to close files.
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Create Volume:
Helps the user to create a new Volume of an existing file.

e Tocreate a Volume user has to perform following steps:

o After selecting the File for which new Volume has to be created, click the Create Volume Link, as
shown in Fig.eFile.153:

"‘Rénei\'re [ Reply | Forward | View | Move To | Mark As | Mare Action | Create Volume | Merge | H\emhl:awiewm_mﬁm B ‘

i * Murber * Subrett ™ Santer *Senton *Dueln  TReanln v QuickAdion =

[ E AU0U41/010F gisdeidg DINESH CHANDRA LOHANT 19/08/12.02:48 . 15/06/12 12:5 Bae

F K B e pim0s5a0-00sm phydijtesting ALOK KUMAR 16/06/12 03146 , 16/06/12 04102 B4e

] | E gy B fsdefds defdsfed JAGMOHAN STNGH 1408/12 02:00 . 14/06/12 02:00 Boe¢

i P EL/1201B0RT PORPEOPRRRERD ALKA A KULKARMI 14/06/13 11:12 - 14108412 11:13 Bhse

F | P MBS ezt ALKA A KULKERIT os/17 1112 ; 14/06/12 11113 Bhe E
r P gls0tact high jumg ALKA A KULKARNT 14/08/12 11:12 . 14/06/12 11113 B¢

i P TESTRERLYVLINGE TestReplyLinkz ALKA A KULKARIT 140812 11112 : 14/6/12 11112 By

[] | P TESTRERLYLIR TestReplyLink ALKA A KULKARIT 0812 1112 : 14/06/12 12413 Bahe

i P Cyanince st ALKA & KULKARNI 1408/12 1812 - 14/06/12 11313 Bae

i P ALTESTOIERATCH Alka Test Dispatch ALKA A KULKARMT 1406/12 11412 ’ 14/06/12 11113 Bye i

§ P LIS/ shiuhhu ALKA A KULKARIT Wosz 1 . 14/06/12 11:13 Bae

B P BB/ test ALKA A KULKARNT 14/05/12 11211 : 14/08/12 11:13 Bae

B | P CLA00E0 AT ob § AL A KULKARIT W40/ 1111 : 14/08/12 11:13 BYye

F P B/143/2017 A Volumel2) - ALKK A KULKARNT 1488/12 11:11 . 14/06/12 11:13 mYye J

LEGEND [ | Dut Todzy [ | Most Immediate | Immadiate Drdinzry

Fig.eFile. 1513

As a result, the following page will appear, as shown in Fig.eFile.154:
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Trainirig in DOPT,

Fig.eFile. 1524

e Click the Create Volume (| ) button (Fig.eFile.149) to create volume, as a result the
following page appears, as shown in Fig.eFile.155:

File No: £12/1/2012-PRT-VOLUME(2)
Corespondence | Uk and Delink | Movements | Detals | Edit | Send | Dispatch | More Action | Create Volume | Canvert File | More Detalls | Merge | 1
Flle Number E-12/1/2012-PRT-VOLUME(2) Subjec Training matter
Opening Date ! 19/08/12 03:42 Remarks : Training of 145 off..
Main Category ¢ Sub Category !
Previous Reference ! Later Reference :
File Movement History
Sender ¥ Sent on ¥ dentto " Aion T Remarks !

Fig.eFile. 1535
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Here volume file is created with the Volume number suffixed adjacent to the file number.

Note: You will learn the about different options under the volume file in detail in Section 9.

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:
% Remarks ) - Shows latest Noting that has been done on that particular File.
% Reply () - It facilitates the user to reply to the sender of the File.

« Forward ) - Forward a particular File to the recipient.
Created:

Created link contains a list of all the Files whose File number has been generated but not being marked/sent
to any other eOffice user as well as the files whose numbers are not generated. User can view all the created
Files, by clicking on ‘Created’ link under the Files section.

Created Link Contains 2 options:

i.  Drafts: This option contains the Files whose number has not been generated and kept as draft to
Work Later on.

The Files in the Draft option can be deleted and sent to Recycle Bin using Delete () link.

i. Completed: This option contains the Files whose number has been generated and kept in Created
section to Work later on.

There are 3 sub links provided under Completed link of Created File Section:

a) Forward: Helps the user to forward a particular File/s to the recipient.

e To forward a file user has to perform the following steps:

o Select the File/s from the Completed option of Created File Link which needs to be forwarded, as
shown in Fig.eFile.156:
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@ﬁé\v [ Creats Volume | Hrarhice View.‘w_ s E] ‘
i ¥ Numigr v Subiect v Subjact Cateqory v Created On ¥ Remarks ¥ Quick Action =
|[i P RATS0IZAF test AMC & Demznd 14/06/42 12:36 fest ¢ |
£l p testing destription - 14/08/12 10:54 testing description (‘
i P A13573012- testing description - 14/08/12 10132 testing description ¢
|__| P C/138/2040-1F testing deseription - 14/08/12 10151 testing destrintion ¢t
il PooCiEa0E testing desription - 14/08/12 1030 testing description ¢ E
[ B ALL0iNA35/2012F didsfdsfdstedf - 14/06/12 10114 ¢
il P C12SiE0ELF new physical e ACR relted matters 14/06/12 10107 testing ramark g
f P Eij0ir sumit's file - 13}06/12 12:39 sumit's file ¢
i EGawpz dshdef . 12/08/12 03:26 id
| EoAll/T6010AF saddasdasd - 12/08/12 0318 ¢ |
] B Lne0snr dsfedfs - 12/08/12 02:02 ¢
f E o A-L010/121/2010-) engevgEgE - 12/08/12 12:13 ¢
f B Allos0miar dsfdsids safaf - 12/08/12 12:08 ¢
B ALIGI1A19/012F sadzadsa - 12/06/12 11153 ¢ N
LEGEHD ] Cut Today [ | Most Immediate [ | Immediats I Ordinary

Fig.eFile. 1546

e Click the Forward link, as a result the ‘Send to’ Page will appear, as shown in Fig.eFile.157:

] Send

File Number | A-11011/1/2011-ADM

Subject cell one INFO

To

SetDus Date | 7

Action Forward v

Priority Out Today v
Total 1000 |

1000 character left

Rermarks

. Send ]

Fig.eFile. 15557

Copyright © NIC, 2012



<office

e Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.158:

Send
Filz Nurmber : A-11011/1/2011-ADM
Subject cell one INFO.
To B ‘
Rathindra MHath  Pa (OM) Confidential A
3 1 a LAV 2 ) —
Sk Ruabets Mukheriae h Section of DM =
Action Debprosad Dey  LUDA[DFR] Confidential
Section of DM
Pricrity
Swapan Kumar UDASKNI Confidential 0
Total 1000 | o .
1000 charactar |&ft
Remarks
Send ’

Fig.eFile. 15658

e Provide the Due date (if required) for the File using the calendar ( [iz]) link adjacent to the Due
Date text box.

e Select the Action which has been taken on the File from the dropdown menu as shown in
Fig.eFile.159:
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“Send

File Mumber :

Subject |

To
Set Due Date
Action

Pricrity

Remarks

A-11011/1/2011-ADM

cell one INFO

| Rathindra Nath Mukherjze:-PA (OM)--Confidential Section |
s1/08f2011 [

Forward v |
I
Approved
For Approval
For Information
Seen

Put Up agsin
Please Discuss
 For Payrneant

Send I

Fig.eFile. 15759

Select the Priority (if required) of the File from the dropdown menu (Fig.eFile.159).

Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.160:
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File Nurnber ;
Subject |
To
Set Due Date
Action

Pricrity

Remarks

A-11011/1/2011-ADM

cell one INFO

F‘afhlrudnarlath Mulheqee-r—'u IL'I\H-‘_nnhdzr.h :loe"flun \

ai/os/eotl [
Farward v
Mozt Immediate
Total 1000 |

994 charactars left
URGENT

o

e Click the Send ) button (Fig.eFile.160). As a result, the created File is sent to the intended recipient.

Fig.eFile. 15860

User can also Pull back the Sent File from the intended recipient even when the File is in the Inbox of
the recipient, using the Pull Back (@) link. In case, the recipient has opened the File, then it is not

possible to pull back the File.

b) View: Helps the user to list the Files depending upon its current state. i.e. (Physical, Electronic, All)

To use this option, user has to perform following steps:

i.  Physical-Click the Physical from the dropdown menu to view the Physical Files as shown in
Fig.eFile.161:
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Physical
Electronic
Al
Fig.eFile. 1591
i.  Electronic-Click the Electronic from the dropdown menu to view the Electronic Files as shown in
Fig.eFile.162:
Physical
Electronic
Al
Fig.eFile. 1602

i.  ALL-Click the ALL from the dropdown menu to view all the Files as shown in Fig.eFile.163:

Fig.eFile. 1613

c) Create Volume:

Helps the user to create a new Volume of an existing file.

To create a Volume user has to perform following steps:
After selecting the File for which new Volume has to be created, move the cursor over Create Volume

Link and click it, as shown in Fig.eFile.164:
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| Fonvard | View ICraate Velume Herathl Ve i o “|
i ¥ Nurnber * Subiect ¥ Subiect Cateqory ¥ Created On ¥ Remaris ¥ Quick Action =
|[| P ORATSA0NEAF fest AMC & Demand 14/08/12 12:36 test (‘ |
£l P C/139/2012-IF testing description - 14/08/12 10:534 testing description (‘
D P AM3S/ZBIOIF testing description = 14/06/12 10152 testing description ¢
A PoC/IBI20EF testing descriptian - 14/08/12 10:51 testing desaiption ¢
:: P QH372010-1F testing description - 14/08/12 10:50 testing dezcription (‘ g
0 F AlOiyisselr dhdsfdsdsfucf - 14/06/12 10114 ¢
\] P C12j5/2012-AF new physical file ACR related matters 14/08/12 10:07 testing ramark (‘
il PE3a0IF surit's fle - 13;“06112 23 sumit's fle ¢
il E GoLeza dfdst - 12/05/12 03126 ¢
E| B A-11011/178/2012-LF saddasdasd - 12/08/12 03118 (‘ i
[ £ Lekodyr dsfadis - 12{05/12 82102 - ¢
E B A-1010/101/30130F sigengengE 5 12/06/12 12:13 - ¢
il B Ailoni/iananir dsfsfdsf safef - 12/08/12 12408 ¢
B A-11013/189/3612-LF sadsadsa - 12/08/12 11:53 (‘ .
LEGEHD [ ] Cut Today [ ] Most Immediate B Immediate Ordinary

Fig.eFile. 1624

As a result, the following page will appear, as shown in Fig.eFile.165:
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Fig.eFile. 16366

e Click the Create Volume (
appears, as shown in Fig.eFile.167:

) button (Fig.eFile.166) to create volume, as a result the following page

File Higi SEWOLLLESON-Vakimnei T

TR I iating | Correspandance | eferences | Link | Details | Moyements | Edt | and | Mare Action | Mare Detads | |
= i B R wEE=m (F=reerariee ) Ama
» Tnbox =
B (2dd Sraen Nots | | 2| Add vallow Nots |
» Craatacs
Drafia
Complabes

o Crmel= NewlNon
&F5)

+ Creote HeulSF31
Cresie thanow Ai Thers ik no cormaspondeance attached with this file,
+ Creste Shadok File

w Elsrtranic File I
o Sreate Henifion
grz)

» Crasts haw SF5)

» Cresta Shacow Filg

» Craale T

¥ R=cyele Bin

Migrate File =
Dispateh &
Raports £
Sattings (53]

Fig.eFile. 1647
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Note: You will learn the process of volume creation in detail in Section 9.-where is section 9

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:
% Forward ) - Forward a particular File to the recipient.

Parked:

Parked link contains a list of all the Files that are temporary closed and work will be done later on.
Pendency of File will be removed if any file is parked. Parked files can be made active at any point of
time.

To make Parked File an Active File, user has to perform the following steps:

o Select the File/s from the Parked link of Files which needs to be Parked, as shown in Fig.eFile.168:

| | Mark As |
B B | ake Adive
5 TVOTITET ¥ Subject ¥ Parking Remarks v
Files B|
| DASDSAD dsadas vsadadsad
» Inbox (22)
B A-L1011/201/2012-CC erenffaida 11011 PKB
%73 e ——
p Created
+Drafts
+Completed
e |
b Closed
b Sent
b Physical File
Create Nev{llon
5F3)
+Create Nlew(5F3)
b Electronic File
Create Nev{llon
5F3)
+Create Nlew(5F3)
b Create Part
LEGEND [ | Out Today [ | Most Immediate [ | Immediate Ordinary
b Crezte Volume
b Recycle Bin

Fig.eFile. 16568

e Scroll mouse over ‘Mark As’ Link and click the Make Active option under it, as shown in Fig.eFile.169:
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Fig.eFile. 16669

As aresult, the Files become active and move to the File Inbox.

Closed:

Closed link contains a list of Files that are closed as complete work has been done on it already.
Closed Files can be made active at any point of time.

To make Closed File an Active File, user has to perform the following steps:

e Select the File/s from the Closed link of Files which needs to be Closed, as shown in
Fig.eFile.170:

<k

Fig.eFile. 16770
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Only creator of the File can close the file, no other person has access to close files.

e Scroll mouse over Mark As Link and click the Make Active option under it, as shown in

Fig.eFile.171:

“ bk

N ‘ ,

—mm "Sihed "gin " Cln e !
HIN YL et {3910t e

Fig.eFile. 1681

As a result, the Files become active and move to the File Inbox.

Sent:

Sent option contains a list of all the Files that are sent as an outward correspondence. User can view all the
sent Files, by clicking the Sent link under the Files section. As a result the, Sent Files screen appears as
shown in Fig.eFile.172:
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View | Mark Az | Croate Par |
2] ™ Murnbser T Subject TEenl Te TSarton ™ Du=On
| tast: OINEEH THARDRA LOHANL 14/08/12 12142
=} Tendullar Phy File 1 DINEEH CHARDRA LOHANT 14706/12:12137
B sussdfafdsf ALDK KUMER 14/08/12 12:24 - Eh}
1 Eé:ad!‘i\';iﬂ JAGMOHAN SINGH 14/08/12 12117
] satzafaf AGMOHAN SINGH 1081212123
] PoBROpSODDRSD ALKA & HULKARND 14/06/12 11912
) test ALEA & KULMARNT 14706712 14132
| - high juma ALKA & RULaRNE 14/08] 13 a2
B Testfeplytinkd ALKA A KULKARNL 1406412 11132
11} Deily =sj Tak ALKE & KULKARNI 1406211132
1] TeRsRepljtink ALKE A KLLERRNT LA/0RILE K113
=} tast ALKA A KULKAENE L/08/12 11152
B Alka Test Dispatch ALKA & KULKARNL 14/06/12 11122
= rbiu".\hv] ALK & }l.-v(-\nni 140612 11111
LEGEND n Qus Todgy | | Moot Immediate ] Immadiate Orainary

Fig.eFile. 1692
There are 3 links provided under Sent Section of File:
a) View: Helps the user to list the Files depending upon its current state (Physical, Electronic, Follow Up, All).
To use this option, user has to perform following steps:

e Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.173.

Physical
Electronic
Followed Up
All

Fig.eFile. 1703

i) Followed Up-Click the Followed Up from the dropdown menu to view the Files on which the user has marked
a follow up, as shown in Fig.eFile.174:

Physical

Electronic

Followed Up

All

Fig.eFile. 1714

ii) Physical-Click the Physical from the dropdown menu to view the Physical Files as shown in Fig.eFile.175:
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Physical

Electronic
Followed Up
All

Fig.eFile. 1725

ili) Electronic-Click the Electronic from the dropdown menu to view the Electronic Files as shown in
Fig.eFile.176:

Physical

Electronic

Followed Up
All

Fig.eFile. 1736

iv) ALL - Click the ALL from the dropdown menu to view all the Files as shown in Fig.eFile.177:

Physical
Electronic

Followed Up

All

Fig.eFile. 1747

b) Mark As: User can use this option to create a New Follow Up which keeps a track of a File, by alert mode,
follow up action and specifying time to receive follow up on any corresponding File.

To create a follow up on a File user has to perform the following steps:

e Select the File on which follow up need to be created and click the New Follow up option under ‘Mark
As’ Link, as shown in Fig.eFile.178:
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View |[Mark As | Create Part |

B ¥ Number ~ Subiect v ent To ¥ Sent on TDeln v E

|D P C/145/2012-1F test DINESH CHANDRA LOHANI 14/06/12 12:42 - |

D E  D-13013/1/2012-PRT Tendulkar Phy Fil= 1 DINESH CHANDRA LOHANI 14/06/12 12:37

D E  A-11011/139/2012-LF sdsadfafdsf ALOK KUMAR 14/06/12 12:24 - "D

D E  A-11011/135/2012-LF sdsadfafdsf JAGMOHAN SINGH 14/06/12 12:17

D E  A-11011/138/2012-LF safsafaf JAGMOHAN SINGH 14/06/12 12:13 E
D P E-12/1/2012-PRT PRPPPERRRPPRR ALKA A KULKARNI 14/06/12 11:12

D P A/105/2012-LF test ALKA A KULKARNI 14/06/12 11:12

0 NP gsfaniece high jump ALKA A KULKARNT 14/06/12 11:12

D P TESTREPLYLINKZ TestReplyLink? ALKA A KULKARNI 14/06/12 11:12

D P A-12012/2/2012-LF Daily aaj Tak ALKA A KULKARNI 14/06/12 11:12 I
D P TESTREPLYLINK TestReplyLink ALKA A KULKARNI 14/06/12 11:12

D P Cj78/2012-CC test ALKA A KULKARNI 14/06/12 11:12

D P ALKATESTDISPATCH Alka Tast Dispatch ALKA A KULKARNI 14/06/12 11:12

D P B-11012/9/2012-LF vhjuhbuj ALKA A KULKARNI 14/06/12 11:11 i
LEGEND 1 QOut Today 1 Most Immediate 1 Immediata Ordinary

Fig.eFile. 17578

As a result follow up screen will appear as shown in Fig.eFile.179:

Followup
Followup Severity
O Urgent
@ normal

Enter 2 Follow Up action

O Email
O SMS
O Both

@ None

Alert Mode

When to Fallow Up [29/08/2011 [ [ 23 | [am ¥ |E

Save || Re=moave I

Fig.eFile. 17679

Copyright © NIC, 2012



-ofic

e Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.180:

Followup

Followup Seaverity
(9 Urgent
O normasl

‘Fow.'.avd the File
Enter a Follow Up action

O Email

OSMS
& poth
O None

When to Follow Up [3o08iz011 |10 | : (36 |[AM ~

Alert- Mode

Save: ]] Remove. l

Fig.eFile. 1770

e C(Click the Save ( ) button (Fig.eFile.180), as a result Follow up will be created.

User can also Pull back the File from the intended recipient even when the File is in the Inbox of the

recipient, using the Pull Back () link. In case, the recipient has opened the File, then it is not
possible to pull back the File.

c) Create Part: User can use this option to create a Part file of the existing file which is under submission.

Part Files cannot be created if the file is already in File inbox.

To create a Part file of the existing file, user has to perform the following steps:

e Select the File for which part file needs to be created and click the ‘Create Part’ option, as shown in
Fig.eFile.181:
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{ View | Mark As | Create Part |
o * Numher * Subject v Sent To ~ Gent on *Dug On v I
D E  A-11011/141/2012-LF gfedgfdg DINESH CHANDRA LOHANT 19/06/12 02:46
D E  A-11011/139/2012-LF Training matter DINESH CHANDRA LOHANT 19/06/12 02:46
d E  D/53/2012-FAC =ds BIKRAM SINGH 19/06/12 12:22
D P D/58/2012-LF rvar JAGMOHAN SINGH 18/06/12 02:47 19/06/12 12:00
& P C/13T/2012-F testing dezcription RAMESH KUMAR 15/06/12 11134 - aooE
D E  A-11011/141/2012-LF-Volume(2 Training schedule BIKRAM SINGH 15/06/12 11:29
D E A-12012/6/2012-CC s33as BIKRAM SINGH 15/06/12 11:17
D P A-12012/2/2012-LF Daily a3j Takssaz ALOK PANDEY 14/06/12 04:38
D E  A/136/2012-LF test JAGMOHAN SINGH 14/06/12 03:52 22/08/12 12:00
D P C-11/2/2012-LF 123 A NALLASAMY 14/06/12 03:47 - ‘D
D E  A-11011/128/2012-IF fdsafzdf A NALLASAMY 14/06/12 03:47 - ‘D
D E  A-11011/141/2012-IF gf=dgfdg ALKA A KULKARNI 14/06/12 02:11
D E  A-11011/140/2012-LF fdsfdsfds dsfdsfsd JAGMOHAN SINGH 14/06/12 01:58
D P C/145/2012-LF test DINESH CHANDRA LOHANT 14/06/12 12:42 s
LEGEND [ | COut Today [ | Mast Immediate [ | Immadiate Ordinary

Fig.eFile. 1781

As a result, Cover page of file appears asking to create a Part file, as shown in Fig.eFile.182:

Fig.eFile. 1792
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User can change Subject/Description and Remarks (if required) on the file cover except the File no.

e Enter the Description and other fields (if required) and click the ‘Create Part’ button, as shown in
Fig.eFile.183:

Creale Part

Fig.eFile. 1803

As aresult, new part file is created with the File no at the top of File as shown in Fig.eFile.184:

Copyright © NIC, 2012



<office

fFile No: D-13013/1/2012-PRT-Part(1) |
B — “Fnf ences | Link Delink | Details | Movements | Edit | Send | More Action |

B Pra ™ =

E Add Green Note | | = |Add Yellow Note List of correspondences and issues

Choose One E

0 v Receipt/Issue No. ¥ Subject ~ Type v Attached On A
[« 5577/2012/LF fdsfdst pUCL 14/08/12 02:23

Fig.eFile. 1814

Physical File:

Physical File option under the Files section helps the user to create a new Physical File.
Physical File Link Contains 2 options:

i. Create New (Non-SFS): This option creates a physical file with Non-SFS standard i.e. the user has to
select the available heads for the nomenclature of File.

= Click on the Create New(Non-SFS) option under Physical File, as shown in Fig.eFile.185:
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Receipts
Files =]
» Inbox
»p Created

+ Drafts

+ Completed

Parked

-

Clozed

-

F Sent

-

Physical File

. Create New(Non
SF5)

+ Create New(SFS)
+ Create Shadow File

Electronic File I

-

Create New(Mon
SF5)

+ Craate Mew(SFS)

+ Create Shadow File

Create Part

-

p Create Volume

p Recycle Bin

Migrate File
Dispatch
DSC (=]
Reports
Settings

Fig.eFile. 1825

As a result, File Cover Page screen appears as shown in Fig.eFile.186:
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| Choosef Choosel Choosel Choosel 2011 _JADM _v/|

™ chosia one

Work On File Later > Continue Working ¥

Fig.eFile. 1836

e Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the
Mandatory fields, a shown in Fig.eFile.187:
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Appaointments

Fig.eFile. 1847

e After filling the necessary details, click the Continue Working (ISR button (Fig.eFile.180) to

create a new file. As a result, file gets created, along with a unique file number based on the selection of
heads as shown in Fig.eFile.188:
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ile No: T-11011/1/2012-LF

orrespondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge

&
File Number : T-11011/1/2012-LF Subject : Training on Foundati...
Opening Date @ 14/06/12 02:29 Remarks :
Main Category : Training related matters Sub Category :
Pravious Referance : Later Referance :
File Movement History
Sender ¥ Sent on ¥ Sent to ¥ Action ¥ Remarks b

Fig.eFile. 18588

User can also click the Work on File Later () button if want to work on File later on. And

so the file moves to Draft section of Created File link. In this case the unique number of file is not
generated.

User can perform 11 different operations on a file, For instance:

a) Correspondence:

With the help of this feature user can attach physical correspondence/Receipt to the working File.

To attach Correspondence user has to perform following steps:

Correspondence

e Click the Correspondence (| ) Link (Fig.eFile.188), as a result List of Correspondences and

Issues page appears on right side of Notings page, as shown in Fig.eFile.189:
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File No: T-11011/1/2042-1F
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

List of correspondences and issues
Choose One E
[l *  Receipt/Iszue No. ~ Subject  Type ¥ Attached On v

Fig.eFile. 18689

e Click the Attach () Button (Fig.eFile.189), as a result, the Receipt Search window appears, as
shown in Fig.eFile.190:
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| Search for the receipt =
201ZIZ| Search
Receipt Number Subject
(S 8138/2012/PRT 234
@ e 8232/2012/CC i’;dge"mlz'
(S 8341/2012/PRT 11
P 8355/2012/LF amm
(S 2401/2012/LF ggn;ﬁglg}lnmw
P 8411/2012/FRT Ti
)P 8416/2012/PRT G Cube Rec 3
B 8497/2012/CC sadasd
TP 8501/2012/CC sadsad
P g8s502(2)/2012/CC safasf
#1232 4||5 **

Fig.eFile. 1870

e Select the receipt from the Receipt Search window to attach with the file (Fig.eFile.190).

e After selecting the receipt, click the Attach () button (Fig.eFile.190). As a result, the receipt gets
attached to the file, as shown in Fig.eFile.191:

Receipt should not have referencing, it should be dereferenced.
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" Search for the receipt
2[]12|2| Search
Receipt Number Subject
o e 8138/2012/PRT 234
® e 8232/2012/CC El’;dge" 2nie
o e 8341/2012/PRT 11
o e 8355/2012/LF amm
R 8401/2012/LF ggr:ﬁglﬁnow
)P 8411/2012/PRT Ti
)P 8416/2012/PRT G Cube Rec 2
TP 8497/2012/CC sadasd
)P gs501/2012/CC sadsad
TP 8302(2)/2012/CC safasf
%12 3 4/ 35 **

Fig.eFile. 1881

Type of the receipt can be changed from the dropdown menu available at the top of List of Correspondences
and Issues page:

i. Mark As PUC:
Helps the user to mark the receipt as Paper Under Consideration (PUC).

To mark a receipt as Paper under Consideration (PUC) user has to perform following steps:

e Select the receipt from the List of Correspondences and issues which needs to be marked as PUC, as
shown in Fig.eFile.192:

By default the first receipt attached to a file is marked as PUC1 (Paper under Consideration).
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File No: T-11011/1/2012-LF
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

&

List of correspondences and issues

Choose One E|

& ¥ Receipt/Issue No. ¥ Subject vType ¥ Attached On v
D P 5144/2012/0DS(AK creation and continu... 14/06/12 03:26
o » 9155/2012/LF computer security. 14/06/12 03:26
D P 9541/2012/LF fif PUC1 14/06/12 02:42

——————————————— SSSS—————————————

Fig.eFile. 1892

e Select the type as PUC from the dropdown menu, as shown in Fig.eFile.193:

File No: C-11/4/2012-PRT
| Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

List of correspondances and issues

Chocse One E

Chogse One

] - Receipt/Issue No. ~ Subiect ™ Ivpe
[l ] Budget Preparation..... Mark As FR
— Detach

£ iiii FUCL 1

so
Attach With Ancthar

Fig.eFile. 1903
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ii. Unmark:
Helps the user to unmark the receipt, if it is marked as PUC or FR.

To unmark an already marked receipt user has to perform following steps:

Select the receipt from the List of Correspondences and Issues which needs to be Unmarked.
Select the type as Unmark from the dropdown menu.

iii. Mark As FR:
Helps the user to mark the receipt as Fresh Receipt (FR).

To mark a receipt as Fresh Receipt (FR) user has to perform following steps:

e Select the receipt from the List of Correspondences and issues which needs to be marked as FR, as shown
in Fig.eFile.194:

[File No: C-11/4/2012-PRT
Correspondence | Link and DeLink | Movements | Detailz | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | ‘

List of correspondences and issues

Choose One [+]
E Receipt/[ssue No. ¥ Subject ¥Type ¥ Attached On <

10128/2013/PRT Budget Praparation..... 16/07/12 09:27

] Y} |

wflw

8238/2012/LF hiiii PUC1L 16/07/12 09137

Attach

Fig.eFile. 1914

e Select the type as FR from the dropdown menu, as shown in Fig.eFile.195:
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File No: C-11/4/2012-PRT

Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Velume | Convert File | More Details | Marge |

List of correspondences and issues

Choose One

_ _ Chaose One
B~ Recsiissue o, - Subiect *Tupe  ~{Mark A5 PUC -
UnMark
¥ e 10128/2012/PRT Budget Preparation.....
; Narach
l_ P £238/2012/LF hiiii puct Close
Attach With Anothar

Fig.eFile. 1925

e Then, select the PUC Number from the dropdown menu as shown in Fig.eFile.196:

List of correspondences and issues

E > Recaipt/lsaus No, * Subtect * Tvpe = Attached On -
¢ P Urgent 17/02/12 05;32 l
g P Urgent PUCT 17/02/12 05:31

PUC Mumber: Ct_m;e Enzi' DOane | Ca_m:!l |

Fig.eFile. 1936
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e Click the ‘Done’ ) button (Fig.eFile.196), as a result the receipt gets marked as FR, as shown in
Fig.eFile.197:

File No: C-11/4/2012-PRT

[ Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

List of correspondences and issues

Choose One |z|

[l v Receipt/Issue No. ¥ Subject vType ¥ Attached On |
D P 10128/2012/PRT Budget Preparation..... 16/07/12 09:37
D P 8238/2012/LF hiiii PUCL 16/07/12 09:37

. === === - --—-——--—____—_—_—_— —-¥@¥9B-¥¥M™—

Fig.eFile. 1947

iv. Detach:

Helps the user to Delete/Detach the attached receipt from List of Correspondences and issues.

If the user detaches a receipt which is marked as PUC then its related FR’s will be unmarked. (Only the
initiator of the file can detach the receipts).

To detach a receipt, user has to perform following steps:

Select the receipt from the TOC of Correspondences which needs to be detached.
Select the type as Detach from the dropdown menu.

V. Close:

Helps the user to Close the attached receipt from TOC of Correspondences.
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To close a receipt, user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be closed, as shown in Fig.eFile.198:

[File Nos C-11/4/2012-PRT
Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

&
List of correspondences and issues
Choose Ona E
El = Receipt/Issue No. ~ Subject ~Type ~ Attached On =
[ e 10128/2012/PRT Budget Praparation..... 16/07/12 08:37
| 8238/2012/LF hiiii PUCL 16/07/12 09:37

Fig.eFile. 198

e Select the type as Close from the dropdown menu, as shown in Fig.eFile.199:
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File No: A-14011/1/2012-LF
Correspondence | Link and DeLink | Movements | Edit | Send | Dispatch | Mare Action | Create Volume |

List of correspondences and issues

Choose One

— ; . Choosa One

L b Receipt/Issue No. ~ Subject ~ Type ~ AttachedMark As PUC b
UnMark

i) P 8133/2012/LF Urgent 17/02/12 |Mark As FR

- Dietach

B e 8132/20121F Urgent Puct  17/o/iz

Artach

Fig.eFile. 199

As aresult, Close confirmation Box appears as shown in Fig.eFile.200:

Close confirmation

@ Please pravide closing remark

Rernarks:

| ok ][ Cancel |

Fig.eFile. 200

e Enter the Remarks and click the OK () button, as shown in Fig.eFile.201:

Close confirmation

@ Please pravide closing remark

Work Done

Remarks |

I QK" {bll Cancel ‘

Fig.eFile. 1951
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As a result, the selected receipt gets closed and so moves to Closed Link of Receipts section of the creator of
the receipt.

vi. Attach with another:
Helps the user to attach the already merged receipt to another File.

To attach the receipt with another File, user has to perform following steps:

e Select the receipt which needs to be put in another File and select the ‘Attach With Another’ option from the
dropdown as shown in Fig.eFile.202:

File No: T-11011/1/2012-LF
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Violume | Convert File | More Details | Merge |

List of correspondences and issues

Choose One
Choose One

@] *  Receipt/Issue No. ~ Subject ~Type  ~|Mark As PUC =
; UnMark
[ P 9560/2012/ERC GG Sharm 3-00002 Mark As FR
Detach
| r 2507/2012/LF creation and conftinu... cca
I Attach With Anather
B e 9144/2012/DDS(AK) creation and continu... LET i b
B e 9155/2012/LF computer security. 14/06/12 03126
= - 9541/2012/LF f PUCL  14/08/12 02:42 |
& DFAI1746 creation and continu... 13/08/12 11:54
DFA/1743 creation and continu... 13/08/12 11:54
[ atach

Fig.eFile. 1962

As a result list of Files will appears, as shown in Fig.eFile.203:
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e Select the file in which receipt needs to get attached and click the ‘Attach’ button, as shown in Fig.eFile.204:

4

Saarch File For Attach

m

WiWiW:i@:imMm:m:m

m

Year 2012'3 Search
File Number Subjact
pull-check pull-check
pull-check-Part(1] pull-check
check-up-files check-up-files
T-i5012/1/2012-CC Training in DOPT.
B-13011/1/2012-LF Implementation of e0...
T-15012/1/2012-CC-Volume(1) Training in DOPT.
A-14011/1/2012-LF Judiciary Matter
df-Part(1) df
pull-check-Volume(2) pull-check

m

-

Fig.eFile. 1973

Search File For Attach

.3

Year 2012|E| Search
File Number Subject
@ E pull-check pull-check
o E pull-check-Part{1] pull-check
o E check-up-files chack-up-files

m

.. = T-15012/1/2012-CC

Training in DOPT.

.. = B-132011/1/2012-LF

Implementation of e0...

@ P T-15012/1/2012-CC-Volume(1)

Training in DOPT.

@& P A-14011/1/2012-LF

Judiciary Matter

® E df-Part(1)

df

 E pull-chack-Voluma(2)

pull-check

(L}

Fig.eFile. 1984

-

As a result the receipt will get detached from the current file and get attached to the selected File.
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b) Link and De-Link:

With the help of this feature user can Link or De-Link a File to the new created or existing file.

To Link and De-Link user has to perform following steps:

e Click the Link and De-Link () Link, as a result Link/Delink page appears on right side of
Notings page, as shown in Fig.eFile.205:

[File No: T-11011/1/2012-LF
Carrespondence ||Link and DeLink | Movements | Details | Edit | Send | Dispatch | Mare Action | Create Volume | Caonvert File | More Details | Merge |

=]
Link/Delink
Choose OneEl
l} ~ File Number ~ Subiject M
B B D-13013/1/2012-PRT-Pant(1) Tendulkar Phssy File...
B P B-11012/13/2012-LF training
Attach

Fig.eFile. 1995

e Click the Attach () Button (Fig.eFile.199), as a result, the File Search Window appears, as shown
in Fig.eFile.206:
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Search File For Attach

2012 |T| Search
File Number Subject
E hj hj
F-12/1/2012-LF type0012
P A-32013/1/2012-CC Implementation of e0...
P T-15012/1/2012-CC-Volume(1) Training in DOPT.
P B-13011/1/2012-LF Implementation of e0...
P T-15012/1/2012-CC Training in DOPT.
E check-up-files check-up-files
E pull-check-Part(1) pull-check
E pull-check pull-check

Attach

<1 >

Fig.eFile. 2006

e Select the file from the File Search window to attach with the file.

e After selecting the file, click the Attach () button (Fig.eFile.206). As a result, the file gets attached to
the file, as shown in Fig.eFile.207:
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Search File For Attach

2012 m Search

File Number Subject
E hj hj
F-12/1/2012-LF type0012

A-32013/1/2012-CC

Implementation of e0...

T-15012/1/2012-CC-Volume(1)

Training in DOPT.

B-13011/1/2012-LF

Implementation of e0...

T-15012/1/2012-CC

Training in DOPT.

check-up-files

check-up-files

E pull-check-Part(1) pull-check

E pull-check pull-check

Attach

<< <] > >

Fig.eFile. 2017
The File can be Delink from the dropdown menu available at the top of Link/Delink page.

i. Delink:

Helps the user to Delink the File from the attached file.

To Delink a File, user has to perform following steps:

e Select the File from the Link/Delink which needs to be delinked, as shown in Fig.eFile.208:
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File No: C-11/4/2012-PRT
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | w

Link/Delink

Choose Onem

&  File Number ¥ Subject ]
o P C/244/2012-LF testing creation of ... |

Attach

—————————————————————SS———————————————

Fig.eFile. 2028

e Select the Delink from the dropdown menu, as shown in Fig.eFile.209:
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File No: A-14011/1/2012-LF
Correspondence | Link and Delink  Movements | Edit | Send | Dispatch | Mora Action  Create Volume |

Link/Delink
Choose Cne | T
Chooge One
= * Eile Number * Subject
il P A-32013/1/2012-CC Implementation of eQ...

Attach |

Fig.eFile. 2039

As a Result the file is delinked.

c) Movements: With the help of this feature user can see the movement of a File. i.e. the details of all the
users who has worked on it.

To see the movement of a file user has to perform following steps:

e Click the Movements ) Link, as a result Movement page appears, as shown in Fig.eFile.210:
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File No: A-12012/2/2012:LF

Correspondence | Link and Delink | Movements |

Detalls | Edit | Send | Dispatch | More Action | Create Volume | Convert Fle | Mare Details | Merge |

File Humber : A-12012/2/2012-LF Subject Daily 22 Tak

Opening Date ¢ 27/04/12 04123 Remarks | Daily 23j Tak

Main Category : Sub Category :

Previous Refersnce : Later Referance |

File Movement History

Sender v Senton v Sent to ¥ Action v Remarks

ALKA A KULKARNI 14/08/12 11412 ALKA & KULKARNT Farvard Mearge Testing again....
Zulfe 77/04/12 04126 ALKA A KULKARNI Forvard

ALKA A KULKARNI 27)04/12 04:25 Lulke Foruard

Fig.eFile. 20410

The page shows all the details of File Movement History.

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC
receipt, Dispatch Movement History and Linked Files, a shown in Fig.eFile.211:
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File ot A-12012/2/2012-LF
Correspondance | Link and Delink | Movements i@l Edit | Send | Dpatch | More Action | Create Volume | Convert File | More Details | Merge |
&
File Number : A-12012/2/2012-LF Subject ¢ Oally z3j Tax
Qpening Date ¢ 27/04/12 04:23 Remarks : Cally 22 Tak
Main Categary 1 Subr Category ¢
Bravicus Reference : Later Raferance |
[Pt Ge
250 Ny v Cregtad On ¥ Remarks
~ Syiiiacs * Tvps * Timsstamg i

fofg 27/4/12 5:34 PM

ad BuCL 11/8/12 4153 PM DISPATEN

S%4 CAR 13/6/12 3157 PM RISEATCH

GG Sharma -003 14/6/12 10122 AW

* Subiect > Seht fp * Dispatch Dafe » Sant By ~ Disaateh Node * Remarks

Linked Files
& * Subedt X
F £ Tandulkar Shasy Fils...
F P Training on Faundati,..
| ] test

Fig.eFile. 2051

e) Edit: With the help of this feature user can make changes to the cover page of existing running file except
the Basic and corresponding Heads.

To edit the cover page of eFile user has to perform following steps:

e Click the Edit ) link, as a result Cover Page of that working file appears, as shown in Fig.eFile.212:
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Fig.eFile. 2062

e Make Necessary changes and click the ‘Done’ M) button (Fig.eFile.212), as a result, changes on cover
page of file get saved.

f) Send:
With the help of this feature user can send the File to the Recipient.

To send the eFile user has to perform following steps:

e Click the Send ) link, as a result Send File page appears, as shown in Fig.eFile.213:
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Send

File Number : $-11011/2/2011-ADM
Subject « Description
Te .
Set Due Date | i)
Action Farviard ¥
Priority ‘ Out Today ! VV

Totzl 1000 |

1000 character laft
Remarks

|

l Send

Fig.eFile. 2073

e Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.214:
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‘Send
File Mumber ) $-11011/2/2011-ADM
Subject @ Description
To d
Rathindra Nath  PA (DM) Eonfidential 5
atl ; ia —
SR Mukherjee SeCtion of DM 5
Ackion Debpirosad Dy UDA(GER) Canfidential
SeCtion of DM
Priority
Swapan Kumar  UDA(SKN) Confidential ol
Tokal 1533[ ) '
1000 character left
Remarks
Send ’

Fig.eFile. 2084
e Provide the Due date (if required) for the File using the Calendar (3z] ) link adjacent to the Due Date text box.

e Select the Action which has been taken on the File from the dropdown menu as shown in Fig.eFile.215:
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Send

File Number | A-11011/1/2011-ADM

Subject cell one INFO

T | Rathindra Nsth Hukhense--BA (OM)--Corfidential Section (|

SetDue Date | 31/08/2011 [

Achion Farward v

'Forward
Priorit £
Y For Approval

For Infarmation
Seen

Put Up again
Please Discuss
For Payment

Rernarks

o

Fig.eFile. 2095
e Select the Priority (if required) of the File from the dropdown menu.

e Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.216:
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‘ Send
File Number 1 A-11011/1/2011-ADM
Subject ; cell one INFO
T | Rathindra Nath Mukhenee--PA (OM)--Confidentizl Sedtian «

Set Due Dats | 31/08/2011 E

Action Approyed v
Priotity Maost Immediate
Total 1000 |
994 characters [eft
URGENT
Remarks
Send ]

Fig.eFile. 2106

e Click the Send ) button (Fig.eFile.216). As a result, the File is sent to the intended recipient.
g) Dispatch:

With the help of this feature user can Dispatch the receipt to the Recipient of different Ministries or
Office.

To Dispatch user has to perform following steps:

Dispatch
e Click the Dispatch ) link, as a result Dispatch page appears, as shown in Fig.eFile.217:
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Dispatch

bostal Mode |chaose Gne Postal Charge i

=] =]

Medium Choass Cne Weight E.I:.

Cut Register Details

Pzon Eoak No | Out Date [E
Peon Name Chaozs One Out Time

Delivary Status |He E

] =] |

Pzon Cade |Choosz One
Delivery Date I @

Delivery Tims

Receipt Details

s Reply @ Hevy Frazh

Subject* (Maximum of 250 Charactars)

iCommunication Details

Ministry Chooze Cne E]
Dapartrment Chaose One E]
Name? .

De=signation

Address 1%
Address 2

Emal
Crganization Cnooss Cne
Country :Chnuse Cnz

State | Choose one

N ENR N ET|

Pinzode
Telephane

Fax

Clear Fields

Lznguage of I i
el i Choosz e E’]

Attachment | Browse,, :| Upload

| DisstchBySelf | | Dispateh &y CRU

Fig.eFile. 2117

e Select the ‘Reply Type’, ‘Nature of Reply’ and other required fields, as shown in Fig.eFile.218:
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e
Postal Details:

Postal Mode Choose One E Postal Charge o

Medium Choose One D Weight o
Out Register Details

Peon Book No QOut Date

Peon Name Choose One E Out Time

Peon Code Choose One Delivery Status No E|
Delivery Date @

Delivery Time

Receipt Datails

O Reply @ NewFresh

dhf;
Subject* (Maximum of 250 Characters) i

Communication Details
Ministry Choose One E
Department Choose One E
Name*

Designation

Address 1 *

Address 2

Email

Organization Choose One

Country Choose One

EEE]

State Choose One
Pincode
Telephone

Fax

Cler Fields o actd More Recipients

TR
b Choose One 7]

Fig.eFile. 2128
e Now the user has 2 options after filling the required metadata fields which are ‘Dispatch By Self and
‘Dispatch By CRU'.

e |If user selects ‘Dispatch By Self option, then the physical receipt will be dispatched that same
moment and also the receipts gets closed and moves to ‘Closed’ section of receipt.

o |If user selects ‘Dispatch By CRUCRU’ option, a popup appears. Popup contains the list of all the
users mapped with CRU CRU section (if any), Delivery Mode and Remarks, as shown in
Fig.eFile.219:
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CRU User(s]: CRU |E|
Delivery Mode: Choose One |E|
-
Femarks:
|8 dl

Fig.eFile. 2139

In this case no user is mapped with CRU CRU section. All issues will be sent directly to SO (CRU).
Once issue is sent to CRU section, user can Copy the dispatch data with the help of ‘Copy Dispatch
Data’ option available and send to other concerned Organization (if required), as shown in

Fig.eFile.220:
| Feon ook lio Out Date |
Feon Hzms J out Time:
(- Delivery Status =
Dslivary Date i
I Dialivery Time
[Receipt Details

| Subject® [Maximum of 250 Tharattess)

| Communication Details
Mk Dispatched successfully with no. : 1/935/2012
Departmant

fiame*

Dasignation
Addrezs 1 ¥
Address 2
Email
Organization
Country
Siate
Bincerda
Talophane

Fax

# 4dd More Reciplents

Langusge of
draft

| Attachment = Uplead

‘ Copy Dispaten Data

Fig.eFile. 21420
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In case no user is mapped the dispatch is directly sent to the SO (CRU).

As a result the receipt is dispatched to the selected CRU/CRU user (if any) and status of the dispatch
record can be viewed from Sent sub module under the Dispatch module. The dispatched record is
seen in the inbox of the CRU/CRU section under the Dispatch module and the record is dispatched
outside physically and metadata details are entered in the application (Refer CRU/CRU Dispatch).

h) More Action:
With the help of this feature user can Park or Close the working file.

To Park a particular File user has to perform the following steps:

e Move the cursor over More Action () Link and click the Park File option, as shown in
Fig.eFile.221:

File No: C/145/2012-LF [y
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch |hure Actiunll Create Volume | Convert File | More Details | Merge |

Close File Back To Tab Viey
&
List of correspondences and issues
Choose One =]
& - Receipt/Issue No. ~ Subject ~Type ~ Aftached On b
| e 9125/2012/EEC coins 14/06/12 02:54
|:| P 9561/2012/ERC GG Sharma -003 14/06/12 02:54
| e 9558/2012/LF computer security 14/06/12 12:42
D P 9555/2012/LF G5 Sharma -000001 PUCL 14/06/12 12:38

Fig.eFile. 2151
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As aresult, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.222:

Parking confirmation

6 Do you want to move the file to the parking folder?

Remarks

Reminder Date E

[Cor | [omme ]
Fig.eFile. 2162
e Enter the Remarks and Reminder Date as per requirement and click the OK () button, as shown in
Fig.eFile.223:
Parking confirmation
@ Do you want to move the file to the parking folder?
Requlred_i..ater on
Remarks
Reminder Date 12/10/2011 @
I ke J&?' | Cancel |
Fig.eFile. 2173

As a result the working file will be sent to Parked section of Files.

To Close a particular File user has to perform the following steps:

e Move the cursor over More Action () Link and click the Close File option, as shown in
Fig.eFile.224:
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File No: C/145/2012-LF
Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

Close File Back To Tab Viey

Park File =

List of correspondences and issues

Choose One E|

] b Receipt/Issue No. * Subject vType ¥ Attached On b
D P 5129/2012/ERC coins 14/06/12 02:54
D P 9561/2012/ERC GG Sharma -003 14/06/12 02:54
B e 9558/2012/LF computer security 14/06/12 12:42
D P 9555/2012/LF G5 Sharma -000001 PUCL 14/06/12 12:38

Fig.eFile. 2184

As a result, Cover page of File will appear, as shown in Fig.eFile.225:
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Receipts (=]
+ Inkox
 Croated

»Gralts

+ Cormpletad

¥ Pariced
» Siuzas ) ) I [ I [
b Zant

+ Create feniSFE]

+ Create Shzddv Fila

b Elacts Flle
Chicaze Q=
i s BT
Yo

 Creats Hesi 5FE)

+ Treats Shadew File

Crmptm Valume

b Becvde Bin

Wigrats Fila (=)

Dizpateh =
D50 [
Raports (=
Settingn =

Fig.eFile. 2195

e Enter the Closing Remarks as per requirement, and click the Close () button, as shown in
Fig.eFile.226:

Copyright © NIC, 2012



o~

5] ) ! T S ESIN IS

Training Budget I

Close >

Fig.eFile. 2206

As a result the closed file will be sent to closed section of Files.

Only creator of the File can close the file, no other person has access to close files.

i) Create Volume:
Helps the user to create a new Volume of an existing file.

. To create a Volume user has to perform following steps:

e Click the Create Volume Link, as a result, the following page will appear, as shown in Fig.eFile.227:
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Training in DOPT.

Fig.eFile. 2217

e Click the Create Volume (
appears, as shown in Fig.eFile.228:

) button (Fig.eFile.227) to create volume, as a result the following page

File No: A-11011/141/2012-LF-Volume(2 |
Noting | Correspondence | Draft | References | Link Delink | Details | Movements | Edit | Send | More Action |

& P » 2]
[ Add Green Note | | =i |Add Yellow Note List of correspondencas and issues
[choose one ]

] v Receipt/Issue No. ¥ Subject ¥ Type ¥ Atached On b

Fig.eFile. 2228
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Note: You will learn the process of volume creation in detail in Section 9.
j) Convert File:

Helps the user to convert the Physical File to Electronic File only irrespective of the File location,
weather it is attached with a receipt or from the File inbox/Created Section.

To convert a physical file to electronic file from within the file, user has to perform following
steps:

e Click the ‘Convert File’ ) option, as a result, following screen appears, as shown in Fig.eFile.229:

File No: A-11011/138/2012-LF
| Link and DeLink | Movements | Details | Edit | Send | Dispatch | Mare Action | Create Volume || Canvert File | More Detals | Mergz |
g
File Number A11011115612012-LF p*
Subject Planning ju
B & =k

Rezeipt Humber  ~ Subject ~ Type * Attached Date -
P BBEERI12LF creation related receipt 20612103340 Detall \ Browse., || Uplesd
P 8743120121LF long jump 20/61210:33AM  Detail
P 8T4320120LF long jump 200612 10:33 &M Detail
P 8743120120LF long jump 20612 10:33 AW Detail

DFAM199 creation related receipt 221312 10:25 AW Deetail \ Browse... H_Up\uad

DFA198 creation related receipt 2231210254 Detall Browse... H_me_aﬂ

DFAM197 creation related receipt 22312102548 Detail Browse... Upload

DFAM196 creation related receipt 220312 10:24 AW Dietail | Browse.. Uplead 2
Send By * Sent On E
ALKA A KULKARNI 2016012 10:34 AWl Browse... H Upload

Convert ‘ ‘ Ca:u:el._|

Fig.eFile. 2239

e Upload the scanned PDF’s of Correspondence(s), DFA’s and Noting(s) (if any), as shown in Fig.eFile.230:
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File No: A-11011/156/2012-LF

Receipt Number ~ Subject

P §EEB/20121LF creation related receipt

P 8743/2012ILF long jump

P 8743/2012LF long jump

P B743/2012/LF long jump
DFAM199 creation related receipt
DFAM198 creation related receipt
DFAM19T creation related receipt
DFAM196. creation related receipt

Motings

Send By = Sent On

ALKA A KULKARNI 201612 10:34 AM

Filz Mumoer o ANM011M56/2012-LF
Subject Flanning
Correspondences

~ Type ~ Attached Date
2006112 10:33 AM

20/6M12 10:33 &M

20/6M12 10:33 AM
20/6M12 10:33 AM
22/3M2 10:25 AM
22/312 10:25 AM
221312 10:25 AM
22/3M12 10:24 &AM

Detail
Detail
Dietail
Dretail
Detail
Detail
Detail
Detail

‘Correspondence | Link ond Delink | Mavements | Details | Edit | Send | Dispatch | More Action | Create Volume | Canvert File | Mare Details | Merge |

C:\UserstHCL\Deskto p'lHI| Browse.. |

Upload

C:iUsers\HCL\Desktop\Hil | Browse... |

Upload

C:\Users\HCL\Desktop\Hil | Browse... | |

Uplead

C:\Users\HCL\Desktop\Hil | Browse... ||

Uplesad

C:\Users\HCL\Desktop\Hil | Browse... | |

C\Users\HCL\De sb-:lop\H il

Browse... E Uplesd 3:

| Conyart ||

Capesl

Upload

e After uploading the scanned PDF’s, click the ‘Convert’ () button (Fig.eFile.230), as a result the

Fig.eFile. 22430

Nature of the File gets changed i.e. Physical File gets changed to Electronic File.

k) More Details:

Helps the user to view the details of all the merged File(s).

In ‘Merged Files’ option ‘More Details’ user can view all merged files (if any), as shown in
Fig.eFile.231:

Copyright © NIC, 2012




::}E'fﬁc e

WL W ELETE ST

File No: A-11011/156/2012-LF
Correspandence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | Mors Details | Merge | |
File Humber : A-11011/156/2012-LF Subject Planning
Opening Date : 1/08/12 02:42 Remarks : Planning
Main Categary : Sub Category !
Previous Referance | Later Reference :
Merged Filas
5.0 ¥ Number ¥ Subiect v
I Cl2aani2-Cc high jump
i 072/2012-LF test
i E-12/1/2012-PRT-VOLUME[2 Training matter
< SFSPFILEG-001 SF3 P File G-001

Fig.eFile. 22531

Merged Files can be open by clicking the File number and that is in read Only mode.

) Merge:

Helps the user to merge some other File with the working file.

Files having Physical nature only can be merged with one another. Electronic files cannot be merged.

To merge another File with the working File, user has to perform following steps:

e Click the ‘Merge’ ) link from within the working file, as a result, Merge Files screen appears as shown
in Fig.eFile.232:
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Merge File(s)
Main * Mumber ~ Subject ~ Sender -
@ P A-11011/156/2012-LF Flanning ALKA A KULKARNI ras
Search File(s) To Merge
vear |2012[~] Search
I:l File Number Subject Sl
B e O/71/2012-LF test
B e B-13011/5/2012-DDS(AK) phydiytesting L
B e D/64/2012-PRT-Volume(2) 102 1
B e O-54 O-54
E e C/168/2012-LF get sat
I:l =] Cf129/2012-LF testing description
I:l =] Cf128/2012-LF testing description
B e C-12/5/2012-LF new physical file
B e B-11012/9/2012-LF vhjuhbuj i
== =123456x x>
Add

e Select the Files from ‘Search File(s) to merge’ window and click the ‘Add’ button, as shown in Fig.eFile.233:

Fig.eFile. 22632

Merge File(s)
Main ~ Mumber ~ Subject ~ Sender b
P A-11011/156/2012-LF Planning ALKA A KULKARNI F
ISearch File(s) To Merge
Year 2012'3 Search
|:| File Number Subject =
[ e Df71/2012-LF test
| P B-13011/5/2012-DDS(AK) | phydiytesting |
0 e D/64/2012-PRT-Voluma(2) 102
| M P D-64 I D-54
0 e C/168/2012-LF get set
P C/139/2012-LF testing description
P C/138/2012-LF testing description
0 e C-12/5/2012-LF new physical file
0 e B-11012/8/2012-LF vhjuhbuj il
<< <1234568> ==
Add
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As a result, the selected file(s) appears in the Merge File(s) window, as shown in Fig.eFile.234:

Merge File(s) |

Main ~ Number ~ Subject  Sender -

P A-11011/156/2012-LF Planning ALKA & KULKARNI Fal

P B-13011/5/2012-DDS(AK) phydiytesting ras

P D-54 o-64 ras

P C/139/3013-LF testing description Fay

P C/138/2012-LF testing description ras

Search File(s) To Merge
Year [2012[~] Search
= File Number Subject |~
B e /7 1/2012-LF test
| e B-13011/5/2012-DDS[AK) phydiytesting A
| e D/64,/2012-PRT-Volume(2]) 10z 1
B e O-54 D-54
B e C/168/2012-LF get set
El F C/139/2012-LF testing description
El P Cf128/2012-LF testing description
B e C-12/5/2012-LF new physical file
| e B-11012/5/2012-LF whjuhbuj i
<= <123456= ==
Add

Fig.eFile. 22834

e Click the ‘Merge’ ) button (Fig.eFile.234), as a result the files will get merged with the main working file,
as shown in Fig.eFile.235:

File No: A-11011/158/2012-LF

Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | I
File Humber : A-11011/156/2012-LF Subjact : Planning

Opening Datz ¢ 19/06/12 02:42 Remarks Planning

Main Category Sub Category

Pravious Reference : Later Reference :

—

Merged Files i
S.No ¥ Number ¥ Subject g

1 C/28/2012-CC high jump

2 C/138/2012-LF testing description

3 Cf139/2012-LF testing description
4 D-64 D-64

5 B-13011/5/2012-DDS({AK phydiytesting

6 Df72/2012-LF test

7 E-12/1/20132-PRT-VOLUME(2 Training matter

8 SFSPFILEG-001 5F5 P File G-001

Fig.eFile. 2295
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Physical

Create New (SFS): This option creates a physical file with SFS standard i.e. the user can enter File No.
without any restriction or standards.

e Click on the Create New (SFS) option under Physical File under the left navigation.

As a result, File Cover Page screen appears as shown in Fig.eFile.236:

Fig.eFile. 2306

e Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory
fields, a shown in Fig.eFile.237:
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eFile/11011/2012-imp

efile Implementabo I

Appointments

Continue Working

Fig.eFile. 2317

After filling the necessary details, click the Continue Working ( ) button (Fig.eFile.237) to

create a new physical file. As a result, file gets created, as shown in Fig.eFile.238:

le No: EFILE/110112/2012-IMp

Correspondence | Link and DeLink ' Movements | Defails | Edt | Send | Dispatch | More Action | Create Volume | Canvert il | More Detals | Merge | W
File Number EFILE/110112/2012-1MP Subject &l Training sched..

Opening Date : 14/06/12 04:50 Remarks ¢

Main Categary ¢ Sub Category :

Previgus Reference : Later Referance :

File Movement History

Sender venton v Sentto ¥ Adton ™ Remarks \

Fig.eFile. 2328

e User can perform same operations on a file as explained in Create Non-SFS file.
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Electronic File:

Electronic File option under the Files section helps the user to create an Electronic File.
Electronic File Link Contains 2 options:

i) Create New (Non-SFS): This option creates an Electronic file with Non-SFS standard i.e. the user has to
select the available heads for the nomenclature of File.

To create a New File user has to perform the following steps:
e Click the Create New (Non-SFS) option from the Left navigation panel under the Electronic File section.

As a result, File Cover Page screen appears as shown in Fig.eFile.239:

| Choos] Choosif Choosi choos] —— Jz02 Jie -]

Fig.eFile. 2339

e Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the
Mandatory fields, a shown in Fig.eFile.240:
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Fig.eFile. 234

o After filling the necessary details, click the Continue Working (At ) button (Fig.eFile.240) to

create a new file. As a result, file gets created, along with a unique file number based on the selection of
heads as shown in Fig.eFile.241:
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File No: A-11/41/2012-LF-LESNAA |
@ orrespondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |

B P " FHE

T
E Add Green Note | | = Add Yellow Note

There is no correspondence attached with this file.

Fig.eFile. 23541

User can also click the Work on File Later (ISl s ) button if want to work on File later on. And

so the file moves to Draft section of Created File link. In this case the unique number of file is not
generated.

User can perform different operations on a file, For instance:

a) Add note: With the help of this feature user can add a green note or a yellow note onto the newly created
file or existing File.

To add a Green Note user has to perform following steps:

e Click the Add Green Note link, as shown in Fig.eFile.242:
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File No: A-11/41/2012-LF-LESNAA |
W orrespondence | Draft | References | Link | Details | Movemnents | Edit | Send | More Action | Create Volume | More Details | |

B A w " /me

f.—. ==
E Add Green Note | | = Add Yellow Note

There is no correspondence attached with this file.

Fig.eFile. 23642

As a result, noting becomes active and user can add note.

e After making a note, user has to click the Save ) Button to save the noting, as a result noting is prepared
and saved.

e The User can also attach a document (Pdf Format only) by clicking the Attach File () button at the
bottom of the noting portion.

To add a Yellow Note user has to perform following steps:

e Click the Add Yellow Note, as shown in Fig.eFile.243:
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | Maore Details |

B g4 v

B Add Green Note || = |Add Yellow Note |

e

There is no correspondence attached with this file.

Fig.eFile. 23743

As a result Yellow Note sheet page appears on Notings portion, as shown in Fig.eFile.244:

Copyright © NIC, 2012




e@ffice

& TETRL R FLATE SELTTIO

Filg Np: A-11/41/2012-1F-LBSHAR
| ﬁm'ng Carrespondence | Draft | Refersnces | Link | Detalls | Movements | Edit | Send | Mors Action | Create Volume | More Detalls |

(ot | Fma

v Format v FontFamly
_ o bEFemA-g
 KaBEmAY e xxow-§

FEEIETE S - AR

There is no correspondence attached with this file.

Save

Fig.eFile. 23844

e After making a note on yellow sheet, click the Save ) Button, shown in Fig.eFile.245:
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File No: A-11/41/2012-LF-LBSHAA
| Neting | Correspandence | Draft | References | Link | Defalls | Movements | Edit | Send | More Action | Create Volume | More Defalls | ‘
Fme
BIU&EEEE| S ~ | Format v |FontFamily
| Font Sz E|EE | L8 fumA-g
AeaEeat —efEx oy’
A | |2 0] 1| @Y - B ) -
Thera i3 no correspondence attached with this file,
Save ‘

Fig.eFile. 2395

As a result, yellow note get saved.

e After clicking the save ) button, user has 3 options:
o Edit ): Refers to edit the Yellow Note
o Discard (): Refers to Discard the Yellow Note
o Confirm (): Refers to Confirm the Yellow note.

User can perform any options as per authorization.

Once the yellow note gets confirmed, noting gets finalized and saved to main Green sheet Noting of
File. At a time only one noting is active, either yellow note or Main Green sheet note.
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b) Correspondence:

With the help of this feature user can attach correspondence/Receipt to the working File.
To attach Correspondence user has to perform following steps:

e Perform All Steps of creating a new file.

Correspondence

e Click the Correspondence (| ) Link (Fig.eFile.245), as a result List of Correspondences and
issues page appears on right side of Noting page, as shown in Fig.eFile.246:

File No: A-11/4
‘ Noting |

| Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ‘

B P " 2
B Add Green Note| | = |Add Yellow Note List of correspondences and issues
Choose One [7]
B ~  Receipt/Issue No. ~ Subject ~ Type ~ Attached On > v

Fig.eFile. 2406

e Click the Attach () Button (Fig.eFile.246), as a result, the Receipt Search window appears, as
shown in Fig.eFile.247:
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Receipt Number Subject
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p 8143/2012/LF Urgent
«’(l b

Fig.eFile. 2417

e Select the receipt from the Receipt Search window to attach with the file.

o After selecting the receipt, click the Attach () button (Fig.eFile.247). As a result, the receipt gets
attached to the file, as shown in Fig.eFile.248:
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Urgent
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Fig.eFile. 2428

Type of the receipt can be changed from the dropdown menu available at the top of TOC of correspondences
page:

i) Mark As PUC:
Helps the user to mark the receipt as Paper Under Consideration (PUC).

To mark a receipt as Paper under Consideration (PUC) user has to perform following steps:

Select the receipt from the TOC of Correspondences which needs to be marked as PUC, as shown in
Fig.eFile.249:

By default the first receipt attached to a file is marked as PUC1 (Paper under Consideration).

Copyright © NIC, 2012



e@ffice

& TETRL R FLATE SELTTIO

File No: A-11/41/2012-LF-LASNAS

| Noting | Carrespondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Valume | More Details |

g B b

&

Bl |Add Green Note ‘ I | Add Yellow Nate |

List of correspondences and issues

Chotse Orie 2]

[ ¥ Reteipt/Issue No. > Subiett ~Type ~-Attscheit Oh -
Il[_I P 10627/2012/L18 8 Sharma -001 PUCI  15/09/12 12:46 detalle |

Attach

Fig.eFile. 2439

e Select the type as PUC from the dropdown menu, as shown in Fig.eFile.250:
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| Noting | Correspondenice |Draft | References | Link | Details | Movaments | Edit | Send | More Action | Create Volume | More Details |

=T I g

B |Add Gresn Note || £ |Add Yellow Note: List of correspendences and issues

| Choose One H

[} ¥ Raceiot/Tssue No. ~ Subjsct ~Type T Attached Gn
D P 10827/2012/LIB GE Sharma -001 PUCL 19/09/12 12:46

I pach |

Fig.eFile. 24450

i) Unmark: Helps the user to unmark the receipt, if it is marked as PUC or FR.

To unmark an already marked receipt user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be Unmarked.
e Select the type as Unmark from the dropdown menu.

iiii) Mark As FR: Helps the user to mark the receipt as Fresh Receipt (FR).

To mark a receipt as Fresh Receipt (FR) user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be marked as FR, as shown in
Fig.eFile.251.
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[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |

|
B Pa "

B Add Green Note | | = Add Yellow Note List of correspondences and issues

Choose One n
Choose One

0 ¥ Receipt/Issue No. ¥ Subject vType ¥ Aftached On Mark As PUC |7
gMark
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Detach
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Fig.eFile. 24551

e Select the type as FR from the dropdown menu, as shown in Fig.eFile.252:
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ]
B B a Y =
B Add Green Note | | = Add Yellow Note List of correspondences and issues

Choose One n

Choose One

] v Receipt/Issue No. ¥ Subject *Type ¥ Attached On Mark As PUC ||
phar
P 10627/2012/LI8 G5 Sharma -001 PUCL 19/09/12 12:46  [TEPE)

Detach

Fig.eFile. 24652

e Then, select the PUC Number from the dropdown menu as shown in Fig.eFile.253:

Copyright © NIC, 2012



File No: A-11/41/2012-LF-LBSNAA
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ‘

B P " g
B Add Green Note | = Add Yellow Note List of correspondences and issues
@] A Receipt/Issue No. ¥ Subject vType v Attached On v |
P 10627/2012/LIB GS Sharma -001 PUC1 15/09/12 12:46 details

PUC Number: Choose One n Dane Cancel

Fig.eFile. 24753

e Click the ‘Done’ ) button (Fig.eFile.248), as a result the receipt gets marked as FR.

iv) Detach:

Helps the user to Delete/Detach the attached receipt from TOC of Correspondences.

If the user detaches a receipt which is marked as PUC then its related FR’s will be unmarked. (Only the
initiator of the file can detach the receipts).

To detach a receipt, user has to perform following steps:
e Select the receipt from the TOC of Correspondences which needs to be detached:

e Select the type as Detach from the dropdown menu, as shown in Fig.eFile.254:
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File No: A-11/41/2012-LF-LBSNAA
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ‘

B P Y g

B Add Green Note | = |Add Yellow Note List of correspondences and issues

Choose One
Choose One
Mark As PUC
UnMark
Mark As FR

@] - Receipt/Issue No. ~ Subject ~Type ~ Aftached On
10627/2012/LIB

| P G5 Sharma -001 PUCI  18/03/12 12:46

Fig.eFile. 24854

V) Close:
Helps the user to close the attached receipt from TOC of Correspondences.

To close a receipt, user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be closed, as shown in Fig.eFile.255:
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ]
B Pw " =
Bi Add Green Note = Add Yellow Note List of correspondences and issues

~ Receipt/Issue No. ~ Subject ~Type ~ Attached On Mark As PUC

UnMark
P 10627/2012/LI1B G5 Sharma -001 PUCL 19/09/12 12:46  |mark As FR

= O

Fig.eFile. 2495

e Select the type as Close from the dropdown menu, as shown in Fig.eFile.256.
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Fig.eFile. 2506

As aresult, Close confirmation Box appears as shown in Fig.eFile.257:

Close confirmation

@ FPlease provide closing remark

Rernarks:

| oK | | cancel

Fig.eFile. 2517

e Enter the Remarks and click the OK () button, as shown in Fig.eFile.258:
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Close confirmation

@ Please provide closing remark

Work Done
Remarks |
[ O {b] | Cancel '
Fig.eFile. 2528

As a result, the selected receipt gets closed and so moves to Closed Link of Receipts section of the creator of
the receipt.

c) Draft: With the help of this feature user can create New Draft and View existing Drafts in the File.
To create New Draft user has to perform following steps:

e Perform All Steps of creating a new file.

e Scroll mouse over Draft () link and click the Create New Draft option under it, as shown in
Fig.eFile.259:
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Fig.eFile. 2539

As a result Create New Draft page appears, as shown in Fig.eFile.260:
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File No: A-11/41/2012-LF-LESNAA . . . .
| Nating | C: 1 | Braft | References | bink | Details | Movements | Edit | Send | More Action | Creats Valume | More Details |
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View Draft
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™ Languageof T | B Rnitbir Kamat, 143
1 Classified [ ves @ s drafe Choose Gne | ™ p
Subject® (Maximum of
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Name®
Designation

Crganizstion
Addrass 1%

Address 2
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Fax

+4d More Recipients

Clesr Fields

Attachment| | Browse. || Upload

Fig.eFile. 25460

e Enter the mandatory fields like Subject, Name and Address and other necessary details (Fig.eFile.260).

e Either directly type the draft manually or choose the predefined template and click the View ) Button,
as shown in Fig.eFile.261:
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Fig.eFile. 25561

e Select the Template (if required) and click Ok to modify the word document and then Save () button
as shown in Fig.eFile.262:

| = =
Chpeoly W NewFresh " Finandal Eanction
Languzgs of e | — ul
Teassified © yes Wo it [roseone 5] = 2 o —
Solyat (Mamruer af [P 0Y
750 Chasapters) =
Subiect i= rdiited
Communication Datails- e
siniey [Se0se e = i
| Chiosae O L oEs = 5
o3e one D praft Instructions : 2ZvE. [DMG LETTER HEAD
e [Fargh =
=m= flams Iz reguires. 1. Onee you done with Orsft creation, Closs M5 Word =

Window and Click OK button to racead further.
L 2. Chick the Cancel button to cance! the arocess.

Orgenization | =
— o Cangs)
fuhfch = =
Addres=1 ¥ e
Addrassl = regujred

Address 2 i

Email |

Country {Choose One:

[+ 51

State | CHoose One’

City

Telephore

|
fincods |
|
Fax [

s More Besinenis
Cloar Flelds

Attachment! Bewss . | -Upload

Sim

Fig.eFile. 25662
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= As a result the Word document appears. User can make the changes in the content of the word
document and after making the necessary changes user can save the documents as shown in Fig.eFile.263:
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b Traste al
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Dispaich
|
LS
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S
Biraft [Weferences | Link | Detatiz | Movements | £dt | Sand | More Actian | Create Volime: | More Datais

=

0 | SRR o

oG Mads] ) }_ T

- "
= tome | gt Pagelagont Retenees

Lh-i L |caon b 3 O
e e 111 3 Tk x W 4
| Ay SIS
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Varagraph | Shikes | Edting

|

Admgt.doc

Fagelatl’ | Wemel |

Watlings ﬁq.m View  Adains =T —

Fontncal Sercion

- L p—— EE

&

Draft Enstroctions @

1, Dt you dore with Oraf creation, Clgse M3 Ward
Windeow and Clck 0K button to proceed further,
2. Click the Cancel bustan te canced the process.

| o= Cancsl |

ADMS {E5TER READ

* 4cd More Racipients

Ty T

Attachmant

Fig.eFile. 25763

Now user can click the OK button in the Draft Instructions Pop Up to complete the Draft creation process

To avoid the word document User can click on Cancel button to move to next step.

As a result new Draft is created.

e To Edit Created DFA, Click on Edit button as shown in Fig.eFile.264:
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Fig.eFile. 25864
Digital Signing on DFA:

Create the DFA and Approve the DFA as per the Process.

Let us discuss in detail about the process of implementing the digital Signature on DFA.

e Sign and Approve button appears after DFA is created as shown in Fig.eFile.265:
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Fig.eFile. 25965

DSC Should be plugged in and in detected mode then it will display Sign and Approve button for DFA.
For approve click on Approve else Sign and Approve.

pproved DFA and enter the PIN for signature click Ok button a shown in Fig.eFile.266:
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Fig.eFile. 2606
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e As aresult DFA with Signature is displayed as shown in Fig.eFile.267:
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Fig.eFile. 2617

Dispatch By Self and Dispatch by CRU remains similar for signed and approved DFA .

Signature Verification in Noting

To verify the signature is valid in the document,proceed for further process as discussed below.

Let us discuss in detail the verification process of Signature in Notings of a file.

e Click on the Signature of signed noting as shown in Fig.eFile.268:
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Fig.eFile. 2628

DSC should have been in detected mode and active in system.

e A pop up window appears DSC Certificate Details as shown in Fig.eFile.269:

T O S J ] = 1 oo ran :
|IIISE certificate Details
Commaon Mame : _SUNIL KUMAR
Email : sunil.kumar.dord@nic.in
Lacality KRISHI BHAWARN
State : DELHI
Organization Unit: OFFICE OF SECRETARY RD
Crganization : MORD
Country : IM
Subject Alternative Mame :©  sunil.kumar.dord@nic.in
Status : VALID WHEM SIGHED
Walid Ta : 2012-10-20 12:17:06.0
Serial Mumber : TDA10AT01510632F72D3

Browse Certificate to Verify the Signature

Browse... Werify

;
Fig.eFile. 2639
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To browse the certificate for DSC follow the steps mentioned below:

e Open the link nicca.nic.in go to repository link as shown in Fig.eFile.270:

View DEC Fee Structre  Download DSC Reguest Form  Download Smart Card U8B eTeken Driver

NATICEdmplementation. dummlhﬂwwﬂmhrﬁw waﬁwmw under Information

]hs o] bnnz o the nonce. a(zlt mr;:mm Khnv.\lCCA wo!dd. 1T IsnngSC B85 pernew cermdficare profile s lmﬂ dawr m mg

Intetoperubifity Gudelines upon mmmﬂnnhume{:_-\_).ﬂxpph:shm\m; 1t d 1o test their ot et with saw
i {DSC) which can e d ded from hepe:  SHATIE with 3048 Trast Cham
#+2 NOTICE ***
ANCARA A r : are requived tn get Lesued freah DSC with SHAIS6/2048 hits for thelr ROLE CARDS on lnm ediate

nsis because existing DSC cards with SHAT will not work for DSC lssuante. Pls send your request imumediately to NICCA Delbi. Those
wha have already issued SHA2S6 canl NEED NOT to request fresh DSC for their Role sards. (Pis update pour client to JRE 6) Dosuload
JEE S (32 Bi

FAQs 1o select AN & CAD
Preveguisites for Toboen lystallation

As per CCA ifireetiven: .
From Lot Jamuary 2012, NICCA shall iseoe DSC with Signamre Algerithm SHAISS with 2048 hits key areength anky.

"1 Legin

Mamiter Login

iAo Login

Mars

- Instrnrho-sﬂ:r]]mu](‘amﬁ:ale}:mﬂmem -
. &k : T o

Fig.eFile. 26470

e Click on Certificate Search Through Repository search of DSC could be done as shown in Fig.eFile.271:
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A FORMS B TRS
Certific=te Sevacaton List (CAL)
|| corbfimte chan (G, tarca e sibea car) [ Procedue
Visw DSC Fee Strptme= e s o —prewiload Smart Card TSB e Token Driver

MNOTICE:\mplementation of Interope rabiliy Glﬂﬁﬂlheﬂbl Dﬁllﬂl w ure Cartificates (DSC) fssued under Information

Ins Lntmnmr.hzmu:: ofn!l:en:emeﬂ!hal'\.’iﬂ{)&nmﬂﬂsm:ssml!}sﬁn per new certificats profile as 5id down in the

upon won from CCA AL ron vendors are g £o tnst therr apgl with new
"\V" whizh can b dffom bete  SHATTE with 3048 Tt Chiaen
whs KOTICE avs

All CABA Administrators/Gificery are required to get issued fresh DSC with SHA256/2048 bita for their ROLE CARDS on immediate

basis becanss existing DST cards with SHAT will not work for DSC lnsuance. Pls send yoar request immediately to NICCA Delhi Those

who have oiready issued SHA236 card NELD NOT to requess fresh DSC for their Role cards, (Pl update vour client 1 JRE &) Dovwniood
IR 6 (32 bit)

Pri isiren for Token

Ax per CCA directives:
From st Janmary 2012, NICCA shall insne DSC with Siznature Algorithm SHA2ES widh 2048 hirs ke strength only.

% Login

Mainter Lagin

Adeninizirator Logie

Instrucunns for Digital Certificate Enrolment:
Pigital cursificat (& @ I —

 supparts auly W‘mxrmmn.amwma

Fig.eFile. 26571

e Certificate Search window appears as shown in Fig.eFile.272:

Certificate Search =

Instructions
- lzzued to [ Commaon Meme is 8 mandatary field
- Value entersed in the S=arch oriter=s fizid should be sn sxact match

) Certificate Search
OU Hame | Al |E|
Issued to / Common Hame ” ]
E-mail Id ! Domain Hame { =
Subject Alternative Name
l Submit |

Fig.eFile. 26672

¢ Input the required details and click on submit button as shown in Fig.eFile.273:
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& TR WE PR ST

Support  Repository Contact Us

Instructions
- lies tn | Commes Name & mendstery fishd
- Velue entersd in the Szarch oiteis fiald'skould be an sxscl mateh

Certificate Search
OU Name All El

tssued to | Common Hame * [sunil kumar

E-mail id ( Domain Hame |

Sumt Aliernative Hame qur kum_ar dmd@m;.m

[ Submit |

Fig.eFile. 26773

e Click on the found link which is searched as shown in Fig.eFile.274:

Certificate Search Resultis

Commaon Hame EMail 1D Domain Name/Subject Alternative Hame
SLIMNIL KUMAR sunil.kumar.dord@nic.in
Page - 11

Fig.eFile. 26874

o Certificate Details window opens up with searched certificates and select and download certificate as shown in
Fig.eFile.275:

Copyright ©@ NIC, 2012



c@ffice

WL W ELETE ST

|Cerlificate Details |

e —
Commaorn Mame SUNIL KUKMAR
Email sunil kumar.dord@nicin
Laocality KRIZHI BHAWAN
State DELHI
Oraganization Unit SECRETARY RD
Oraanization MORD
Courtry I
Subpject Alternative MName sunil kuniar.dord@nicin
Status VALID CERTIFICATE
alid Frazm Tue Oct 12 14:44:35 18T 2010
Valid To Thu Oct 11 14:44:35 18T 2012
Serial Mumber TOA10A10C1093E24331

Sean ail DOWNLOAD |

Common Name SUNIL KUMAR

Email sunil kumar.dora@nicin

Locality KRISHI BHAWAN

State DELHI

Organization Unit OFFICE OF SECRETARY RD

Organization MORD

Caountry 1N

Subject Alternative Name- sunil kumar.dorg@nic.in

Statusz VALID CERTIFICATE

Valid From: Thu Oct 21 1217:08 IST 2010

Valid To SatOct 20 12:17:08 15T 2012

Serial Mumber TOAT0ATD1510632F7203
Search Again

Fig.eFile. 2695

e On download of DSC Certificate a window appears as shown in Fig.eFile.276:
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General |De13i|s | Certification Path

I_ﬁ Certificate Information

This certificate is intended for the following purpose(s):

* Proves your identity to a remote computer
* Protects e-mail messages

*Refer to the certification authority's statement for details.

Issued to:  SUNIL KUMAR

Issued by: MIC Certifying Authority

valid from 21- 10- 2010 to 20- 10- 2012

Install Certiﬁmte...] I Issuer Statement

Learn more about certificates

Fig.eFile. 2706

e Verify the Serial Number of downloaded certificate through Browse Button as shown in Fig.eFile.277:
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DSC certificate Details

Common Mame : SUMIL KUMAR

Email : sunil.kumar.dord@nic.in
Locality : KRISHI BHAWAN

State : DELHI

Organization Unit ; OFFICE OF SECRETARY RD
Crganization : MORD

Country M

Subject Alternative Mame :  sunil.kumar.dord@nic.in
Status : VALID WHEN SIGNED
Walid To 2012-10-20 12:17:06.0
Serial Mumber : TOA10A101510632F7203

Browse Cerificate to Verify the Signature

C-\Wsers\MICS\Download: || Browse..._

| Verify

—
Fig.eFile. 2717

e Click on Verify Button to have Signature Verification as shown in Fig.eFile.278:

|
DSC certificate Details
Common Mame : SUNIL KUMAR
Email : sunil.kumar.dord@nic.in
Locality : KRISHI BHAWAM
State DELHI
Organization Unit : OFFICE OF SECRETARY RD
Organization : MORD
Country : IM
Subject Alternative Mame ;. sunil.kumar.dord@nic.in
Status : WVALID WHEN SIGMNED
Valid To : 2012-10-20 12:17:06.0
Serial Number 7DA10A101510632F72D3

Browse Cerificate to Verify the Signature

Browse. .

Valid Signature

—

Fig.eFile. 2728
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For verified signature a message will display as Valid Signature else Signature does not match with
the given certificate.

e To Approve New DFA click on Approve button and Dispatch as shown in Fig.eFile.279:

B Add oeen fiote | = |add ellon tite

200/ 1012 140 PH GEETA SHARMA
(PROF(HIND1})

Fig.eFile. 2739

User cannot attach any document with DFA (draft for approval), which may be sent when the letter is
to be issued.

For that:

To Understand Dispatch by Self and Dispatch By CRU refer
Dispatch By Self
Dispatch By CRU

To view already created/existing Draft, user has to perform following steps:

e Open any existing File by clicking the File number.

e Scroll mouse over Draft () link and click the View Draft option under it, as shown in Fig.eFile.280:
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Fila oz A-11/41/2013-LF-LESHAL
I iating | Correspondence IRe(eren:es I'Link |'Details | Movements:| Edit | Sand | More Action | Ereate Volume | More Detaiis |

|
= Sl " =)
B Add Green Note | = |Add Yellow figts Draft List
e |
! Praft o, Statis
1 DFA/2432 OFA
Draft Version List

DFa/2432
Deaft Varsiom Distw and Vo Created Gastad By
12 19/9/12 1:00 BH

ALKA A RULRARND

Fig.eFile. 27480
As a result TOC of Drafts page appears, as shown in Fig.eFile.280:

Now, after the Draft is created and saved, the Dealing Assistant sent it to the section officer for review.

To do so, he performs the following steps:
Perform All Steps of creating a new file.
Perform All Steps of creating a new Draft.

e Click the Send ) button from the toolbar, as shown in Fig.eFile.281:
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RaryTes o T [l inaars T (BT o heoor | e VAt | Woee e
8 pw ” =
1
B Add Graen Note| | = Add Yallow Nate Draft List
A | L. . o
T Deafh no. Status
7l OFA/Za3 o

Draft Version List
DFA/2432

Ugfivesm  Ete s T Ceated Cruated By

18£9/12 1160 PM ALKEA A RULCASN]

Fig.eFile. 27581

e As aresult, Send File Page appears, as shown in Fig.eFile.282:

| Send
File Mumber : df
Subject : df
To
Set Due Date m
Action Forward E
Priorit',f Drdinary' E
Total 1000 |
1000 character left
o
Remarks

Fig.eFile. 27682

Either directly enter the name in the “To’ option or Click the ‘To’ link to select the marking abbreviation of the
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recipient from the list box.

Provide the Due date (if required) for the File using the calendar (iz]) link adjacent to the Due Date text box.

Select the Action which has been taken on the File from the dropdown menu.

Select the Priority (if required) of the File from the dropdown menu.

Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.283:

Send

File Number :

Subject :

To
Set Due Date
Action

Priority

Remarks

df
df

ALOK KUMAR--DDS(AK)--0/o DEPUTY DIRECTOR Sr [AK]

&

Farward E

Ordinary E

Total 1000 |
985 characters left

On Urgent baais.

Fig.eFile. 27783

e Click the Send () button (Fig.eFile.283). As a result, the File is sent to the intended recipient. In our

case the recipient is Alok Kumar.

Alok Kumar logs into its account, the file is available in its File Inbox, as shown in Fig.eFile.284:
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Receive | Forward | View | Move To | Mark As | More Action | Create Volume | Hierarchical View | my Files Izl |
[l w Number + Subject wSender * Last Seen By * Sent on + Due Onv Read On - Quick Action~
||] E g5 df ALOK PANDEY ALOK PANDEY 17/02/12 08:06 - 17/02/12 08:06 B ¢ |
[} P B-12013/1/2012-CC  Training A NALLASAMY A NALLASAMY i7/02/12 07:51 - 17/02/12 07:51 B¢
[} E hum hum ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 07:35 - 17/02/12 07:35 B ¢
E E ramlils B ramlila ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 07:04 - 17/02/12 07:04 B ¢
[ E confusion confusion  ALKA A KULKARNI  ALKA A KULKARNI 17/02/12 01:12 - 17/02/12 01:12 B¢
[ E pull-check-Valume(1i] pull-check ALKA A KULKARNI ALKA A KULKARNI 17/02/12 01:08 - 17/02/12 01:08 B %
] E file-latest file-latest ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 12:44 - 17/02/12 12:44 B ¢

LEGEND | | Qut Today | | Maost Immediate | | Immediate Ordinary

Fig.eFile. 2784

Role of Approving Authority in DFA:

e Officer opens the File and reviews the DFA.

o Office can edit the draft (if required) by clicking the Edit
o If the draft is edited, it results in version creation of the draft as shown in the figure Fig.eFile.285.
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File Not A1 131200 LF-BS0R8 R N )
| Noting | Carrespondance | Draft | Referances | Link | Details | Movements | Edit | Send | More Adtion | Creste Volume | More Details | ‘

Receipt Details Edit [0
i Fingncial Senction
5 Lerguage of
fs Classified ) vz ® jg EURR O | se ane |7
Subject® (Maximum of  @fRIQ
230 Charasters} -

[Communication Datails

Miristry | chasse ona E‘
Degartmant | Chisaze Oha E
Hame* fakfgh

II Deslgaation

Srganization

Addresz L * |ghizh
Addrass 3

Email

Caintry | Choosze One

(3 |

State | Chosse ane
City

Pincode

Talsahane

Fant

*4dd More Recinients
Claar Fiejds

Attachment | Bruwse. | Upload |

‘ Save

Fig.eFile. 285

e After reviewing the DFA, approving authority clicks the Approve () button, as shown in Fig.eFile.286:

e After approving the DFA, approving authority sends the approved DFA to concerned dealing assistant for
issue.
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File Noi A-11/41/2012-LF-LAGHAL

o 3 = A b
Neting | Carrespandence | Draft | References | Link | Details | Movements | Edit | S=nd | Senction code alert |
[ ST e 2E
@ Senction code is created.
——
e O T S

Fy— | E

Fig.eFile. 2796

Now, Senction code is created for the Issue.

when the Dealing assistant logs into his account, the file is available in its File Inbox.

Role of Dealing Assistant in Issuing the DFA:
e Opens the File and reviews the DFA by clicking the DFA number.
e User now has 2 options, as shown in Fig.eFile.286 :

» Dispatch by Self: Refers to issue the approved DFA by self (Dealing Assistant)

» Dispatch by CRU: Refers to send the approved DFA to CRU to finally dispatch by them.
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File No: A-13/41/2013-LF-LBENAR

| Noting | Correspandance | Draft | References | Link | Details | Movaments | Edit | Send | More Action | Create Volume | Mare Details |

= At . t E
= B " P&
= = BFK Nn: DFA/2432 -V I m: Approved
H Add Green Note | | = | Add Yellow Note
|
h Dispatch by Salf | | DipachycRU -

Dispatch by Self:

e Click the Dispatch by Self (I Romsih ot I) button (Fig.eFile.286), as a result, Dispatch Screen appears, as

shown in Fig.eFile.287:
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& TEathL WEE PLECE SEA ¥
DFA No: GF&, Status kporoved
| gy Mailla
] By poct w Urtitlad Dorumant
Postal Details
Postal Mode |ehacss One EI Fastal Chirge 3 Hat (sgi published or beoadeast bafore ——.am/pm.an ey the
Medium |chaose ane x| Weight A PRESS COMMUNIQUEMTTE
e = i Il i - =:
j0ut Rog In rezpanes to pablic dai tha Gesarnmant of Indis have appainted a commission to go into tha prablem of
- and miake 5 ommendations to the Gavernment.
Paan Bonk e Cuit biate @ : :
= mizsian wil zonzist of Shd a3 Chairman and the failening members:
B20n Rame |¢hagse s El Out Tima fal
I ib)
Pean Cade [chosseane 7] ™ o} i
Delivery Date @ 3 [n making [t recommendetions, the Commisgion is excactad bo give candideration ta the felloving maliers:
(a)
Dellvery Time [k}
Receipt Dotails bl
4. The Commiazion i= sxpected ta submit 2 regort to the Dovernment by
[}
Department of
Sumect* (Mamum of | & -Aibiidg)
350 Charstters) -
Communication Details Heie Delti, 18.08.2012
Winistry s " .
Forvmided % the Prinelaal tnformation Officer, Prass Informabion Bureau, Government of Indi, New Dalhi, for ssuing
Depirtriaat the communique and giving it vide publicky
Hama*
ki TeleNo. .
Designatian — — — — — — — — — —
Addrass 11 ] Sand ]
Address 1 Il
Emall

Seganzation
Country
Stale
Pincoda

Telzphone

Fax

Langusga of
draft

Fig.eFile. 2817

¢ Provide the necessary information for dispatching the approved draft, and click the Send ) button,

as shown in Fig.eFile.288:
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& TETRL R FLATE SELTTIO

Dispatch

DBFA No: DFAJRE32E -V 1.0 Status : Approved
1] 2y semit -a 2

] By Post -

Postal Details

Postal Mode Chonse Cing 31 Postal Charge
Medium Chooss Gns 3] Welght
e e -
Peon Sagk No Out Uata i il
Peon lame , One :-.] Qut Tims
Peon Code Chosss One :'.1 Dlivary Status 1o Z]
II Belivery Date I-V“

Bzllvsry Tims

L age of
Is Classifled = Hoit
Subpset® | Meximur of

150 Charecters)

ICommunication Details

Ministry

Department | 5 |

Emall

Telophona

Fig.eFile. 2828

As a result, the draft gets dispatched to the intended recipient and dispatched DFA reflects into the Sent Section
of Officer’s Dispatch Link.

Dispatch by CRU/CRU:

e Click the Dispatch by CRU/CRU (L_2==2=0 bx &=U_|) pytton (Fig.eFile.288), as a result, Dispatch by CRU screen
appears, as shown in Fig.eFile.289:

CRU User(s]: CRU |Z|
Delivery Mode: Choose One |E|

-
Remarks:

P —————————

Fig.eFile. 289
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e Provide the necessary details like Delivery mode and fill the remarks (if required), and click the OK ()
button, as shown in Fig.eFile.290:

CRU User(s): CRU |E|

Delivery Mode: By Hand |E|
Acknowledge &

Remarks:

Fig.eFile. 28390

As a result, DFA sent to CRU for further dispatch.

d) Attaching Reference: With the help of this feature user can attach references corresponding to the working
File.

To attach Reference user has to perform following steps:

e Perform all steps of creating a new file.

e Scroll mouse over References link and click the Local Reference option under it, as shown in Fig.eFile.291:
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File Moz 4-10/%1/3022-1F- L

it Mo : EhAS
Metirg | Correspondence | Draft | Raf

s,

gl Cetaile | Maverment= | Edit | Send | More Action | Creats Volume | More Details |

B " 5
M= szer_'an._.e_ r
5 add cosan e | | = ade Yollow o | Beferences
= ne[x]
i HBafarances Atachod v aipohind By ~ sacnog: Doze -
| Browss . || amecs

Fig.eFile. 28491

As a result References page appears on right side of Noting page, as shown in Fig.eFile.292:
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File No: A-11/41/2012-LF-LBSNAA

[ Naoting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | w
&g pﬂ“ ' Local Reference &

KMS Reference
B Add Green Note | =/ |Add Yellow Note Refarences

Choose OneE

0 References Aftached ¥ Attached By ¥ Aftached Date v

s

Fig.eFile. 28592

e Browse the reference document from the Local system and click the Attach () button, as shown in
Fig.eFile.293:
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TRl WEE PR ST

T Y
(gl

- defadfedf

‘ ‘ Attach Fle

#t—cExx0y-§
| [ 00| B T g )

References
BIU#&E ~ Fomat  + FortFamly ~
Choose One EJ
| Font S s = b € om A s E
s s | bEJe 5= l [} References Attached * Attached By ¥ Mtached Data v

(D itcase2-req-spec. o Brawse., | e |

As a result the attached reference document gets attached to the working File, as shown in Fig.eFile.294:

Copyrigh

© NIC, 2012

Fig.eFile. 28693




<office

References
B IU#& * Format * FontFamly = e OHEE
|Ftse =[S E | LEJem A' f‘ [l References Aftached v Altached By ~ Attached Dats
Kadasay —o@xxnLN [ comeaw ALK 2 KULGRRIT 1875712 2,56 7H |
eI || |8V s - Browse.. || ech
dzfzdfsdf o
]

Fig.eFile. 2874
e) Attaching KMS Reference: With the help of this feature user can attach KMS references corresponding to
the working File.
To attach KMS Reference user has to perform following steps:

e Perform all steps of creating a new file.

e Scroll mouse over References link and click the KMS Reference option under it, as shown in Fig.eFile.295:
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Fetarsnces | Link | Detalls | Movements | Edit | Send | Mars J.\;t|n:|.:'c_rea._t;a-vo.lu_r_r\_e_.\m Mn:ﬂ_itaﬂs i

=

B |2dd Green Note | | =/ Add Yellow Note MME rofsrances |
3 Choose Dne“:i

5 Eafstencss Altachad + &ltached 2y ~ &tached Dae -

20/09/3012 2146 PM GEETA SHARMA
{PROF{HINDI}}

Fig.eFile. 2885

e As aresult KMS References page appears on Noting page, as shown in Fig.eFile.296.

| Home/ Search I I'J

Select Hame - Size « Type - Bodified Date -l
Ny | (BlEnces File Folder 18406/1209:34

] T pdf 73E 18 FOF Document 25/08/12 09:48 |

|7 1318356403605 Noting par 7818 FOF Document 18008412 12:20
|.' |/ 595558 par 1282 g FOF Document 21108412 15:28
i 2.5 Admiszion.od? 426 NB FOF Document 21/08/12 15:38
| i | Pigitat Sighatirs: Verfication odf S11.8 MB FOF Document 180812 17:32
@ DL2012JULM15 1267625312-1 pdf 1281 NB PDF Document 27/08/1211:01
| i | FTEUser Guide pof 3686 NB POF Document 18/08¢12 06735
i fifp___ 7024880 paf 2351 B FDF Document 21/08/12 1718
|.' | MaTiNG par 228118 FOF Document 17/08412 16:02
7 Sahil_JAN_R.pdf 356118 FDF Document 1708412 18:02

[l cattach: | (Only PDF files allowed) | Choose File | No file chosen | upload

Fig.eFile. 2896
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User cannot browse Folder ,only PDF files are accessible.

e To select any PDF files Browse a file and Upload to attach as shown in Fig.eFile.297:

! ; u | . v Computer » HCL_DISKZTD:) » WM » v | +3 | | Codrch M o | H
Organize = Mew folder = > [ @I
o Faviiie S Mame Bate medified Type Sre =
| Design DSC All 01-06-201213:56 Fite folder i-i|
= Libraries J. DsC 14-06-2012 12:11 File folder
| Documents | mp 20520121113 Filefolder
J” Music . MP Admin 02-05-2012 1134 File folder
&)l New Library (2) |7 ' MP Director 04-05-2012 12:19 File folder |
@l Mew Library . PIS Latest 04-07-2012 10:40 Fite falder
|| Pictures Starkey 12-07-201214:22 File folder
B Videos I Yisual Paradigm 5 18-04-2012 1530 File folder
|4 || Jock 23-05-2012 14:56 LOCK Fite 1 KB
1M Computer |# | 283781_322681041154639_ 251344154 njpg  03-08-2012 1245 IPG File 118 KB
i"- HCL_DISEL (1) (7| Adobe Reader X A0-05-2012 14:43 Shortzut 2'KB
i HCL DISKZ (D) |# | AlbEiAIAAABDCPv3qGKavmSNCIbdmMh,.,  02-05-2012 14:47 JPG File IKE -
o HCLDISK3 (B~ ¢ | i )
File name: | - lf-\il Files (") '-"
l Open " | Cancel |
) FT5_User_Goide.pdf 368.6 MB POF Document 18/9M12 9:35 AM
i hittp__ 10,248.80.paf 258.1 MB POF Document 2109112 5:18 PM
& NOTING.pdf B82.9 MB POF Document 1779112 4:02 PM
= Sahif_JAN_R.pdf 66.6 MB PDF Document 1779712 4:03 PM
Attach | (Only POF files allowed) | Browse_ m Upnad

Fig.eFile. 2907

e When browsed file is attached a message is displayed as successfully uploaded as shown in
Fig.eFile.298:
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Message from webpage

y l} File "case2-req-spec.pdf” Successfully uploaded !!!

Fig.eFile. 2918

Choose One =
Choose One
e As aresult KMS reference is attached and can also be deleted by selecting Delete from
dropdown as shown in Fig.eFile.299:

KMS rafarances

Add Green Note || =/ add Yellok Note

chose 7]
= htrached By = Attarhed Date -
ALKa & RULKARI 28/9/12 1314 AN
20/08/2012 2146 PM GEETA SHARMA | Emvee

(PROF(HINDI})

Fig.eFile. 2929
f) Link Delink Files:
With the help of this feature user can Link and delink other eFile(s) to the working file.
It has 3 links To Link any other eFile user has to perform following steps:

Perform All Steps of creating a new file.

Click the Link Delink () link, as a result Link/delink page appears on right side of Noting page, as
shown in Fig.eFile.300:
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Internal Files are displayed as shown in Fig.eFile.280

File No: &-11/41/2012-1 F-LESNAA

Nating | Correspandence | Draft | References [Lnk ||Details | Moyements. Edit | Snd | More Action | Create Volume | Mere Oztalls |
B B 13 .

External

B addormentiole . = A Yelow Note |

i

|Referedln

Link/Delik

|Chaoza Ore E
i * File Mumber * Sublect

Atinch

Fig.eFile. 300
e Click the Attach () link, as a result list of other files will appear, as shown in Fig.eFile.301:

Search File For Attach
Search

File Number

Subject
O e J-0/2/2011-ADM Training Matter
(&= 1-0/1/2011-ADM LBSNAA
«<C 1 >>»
Attach

Fig.eFile. 301
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e Select a file which needs to be linked with the working file and click the Attach () button as shown

in Fig.eFile.302:
Search File For Attach
Search
File Numb=r Subject
(ON: J-0/2/2011-ADM Training Matter
O e 3-0/1/2011-A0M LESNAA

€< 1L o>»

e

Fig.eFile. 302

As a result the selected file gets attached to the working file.

e External files are displayed in the window as shown in the figure Fig.eFile.303:

By 2cd Green Nobe = |AdS Yallow binte | “Extarnal Flas List

5 * £ Dumibiar  EULiE

Fig.eFile. 303
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e Referred In files are displayed as shown in figure Fig.eFile.304 :

Bi Add Green Note = Add Yellow Note

 File Number ¥ Subject &

Fig.eFile. 304

g) Details:
With the help of this feature user can view the total no. of part files created.

To view the Details of File user has to perform following steps:

Perform All Steps of creating a new file.
e Click the Details () link, as a result Details page of that working file appears, as shown in Fig.eFile.305:
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File No: A-11/41/2012-LF-LBSHAA
| Nating | Correspandence | Draft | References | Link | Movements | Edt | Send | More Action | Create Volume | More Details |

File Humber : A-11/41/2012-LF-LBSNAA Subjact : gunfhgh
Opening Date : 15/08/12 12:38 Remarks :
Main Categary : Sub Categary

Previous Reference : Later Reference :

Part Files Created

Part No ~ Created On ¥ Remarks

Fig.eFile. 305

h) Movements:

With the help of this feature user can have a track on the Running File and can view all the
movements.

To view the Movements of File user has to perform following steps:

Perform All Steps of creating a new file.

e Click the Movements ) link, as a result File Movement History page of that working file appears,
as shown in Fig.eFile.306:

File No: A-11/41/2012-LF-LBSNAA

| Noting | Correspondence | Draft | References | Link | Details | Movements |Edit | Send | More Action | Create Volume | Mare Detals | ‘
File Number : A-11/41/2012-LF-LBSNAA Subject : gunfhgh

Opening Date ; 19/09/12 12:39 Remarks ;

Main Category : Sub Category

Previaus Referance ! Later Reference |

| File Movement History

Sender T Senton v Sentto ¥ Action  Remarks v

Fig.eFile. 306
i) Edit:

With the help of this feature user can make changes to the cover page of existing running file except
the Basic and corresponding Heads.

Only the creator of the file has access to ‘Edit’ the Cover page of file. No other eOffice user has access
to it.

To edit the cover page of eFile user has to perform following steps:
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Perform All Steps of creating a new file.
e Click the Edit ) link, as a result Cover Page of that working file appears, as shown in Fig.eFile.307:

Fig.eFile. 307

e Make Necessary changes and click the ‘Done’ M) button (Fig.eFile.307), as a result, changes on cover
page of file get saved.

j) Send:
With the help of this feature user can send the File to the Recipient.

To send the eFile user has to perform following steps:

Perform All Steps of creating a new file.
e Click the Send ) link, as a result Send File page appears, as shown in Fig.eFile.308:
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Send
File Number : S-11011/2/2011-ADM
Subject : Description
To
Set Dus Date | )
Action | Forviard b
Priority Out Teday 4 b
Totzl 1000 |
1000 character faft
Remarks
{
| Send

Fig.eFile. 308

e Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.309:

I Send
File Mumber 1 S-11011/2/2011-ADM
Subject Description
™ [d
Rathindra MNath PA (DM) EConfidential 5
at TN ia =
ARERUERAE Mukher=e SeCtion of DM = |
Adion Debprosad D=y UG AIDPR) Confidential
SeaCtion of DM
FPriority
Swapan Kdmar UDASKN) €onfidential ol
Total 1000 | o
1000. character left; =
Rermarks
Send '

Fig.eFile. 2939

e Provide the Due date (if required) for the File using the Calendar (3z]) link adjacent to the Due Date text box.
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e Select the Action which has been taken on the File from the dropdown menu as shown in Fig.eFile.310:

Send
File Mumber | A-11011/1/2011-ADM
Subject cell one INFO
T | Rathindra Nath Mukhenes--PA (DM)--Confidential Section
SetDue Date | 31/08/2011 [
Action Forward v
[Farward
Priority =
For Approval
For Information
Seen
Put Up again
Plzase Discuss
| For Paymant
Rerarks
Send l

Fig.eFile. 2940
e Select the Priority (if required) of the File from the dropdown menu.

e Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.311:
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Send
File Mumber A-11011/1/2011-ADM
Subject cell one INFO
To | Rathindra Math Mukherese--P& (DM)--Confidentizl Sectian «
Set Dus Dats |2afnefzo01s  [ag)
Action Approved ~
Priority Most Immediate
Total 1000 |
294 characters: |eft
URGENT
Remarks
| Send ]

Fig.eFile. 29511

e Click the Send ) button (Fig.eFile.311). As a result, the File is sent to the intended recipient.
k) More Action:
With the help of this feature user can Park or Close the working file.

To Park a particular File user has to perform the following steps:

e Move the cursor over More Action () Link and click the Park File option, as shown in
Fig.eFile.312:
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File No: A-11/41/2012-LF-LBSNAS
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volufne | More Details | ]
+ Close File +
e 13 [
EI p |Park File p . EI

E Add Green Note | | = |Add Yellow Note

Fig.eFile. 29612

As a result, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.313:

Parking confirmation

@ Do you want to move the file to the parking folder?

Rernarks

Reminder bate @

Lok || ganeer |

Fig.eFile. 29713

Enter the Remarks and Reminder Date as per requirement and click the OK () button, as shown in
Fig.eFile.314:
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6 Do you want to move the file to the parking folder?

Reguired Later on
Remarks

Reminder Date | ya/10/2011 @

' ok {b“ Cancel |

Fig.eFile. 29814

As a result the working file will be sent to Parked section of Files.

To Close a particular File user has to perform the following steps:

e Move the cursor over More Action () Link and click the Close File option, as shown in
Fig.eFile.315:
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File No: A-11/41/2012-LF-LBSHAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volufne | More Details | ]
+ Close File +
“4 33

2P e e

B Add Green Note | | = |Add Yellow Mote

Fig.eFile. 29915

e As a result, Cover page of File will appear, enter the Closing Remarks as per requirement, and click the
Close () button, as shown in Fig.eFile.316:
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I N Y KT S I

Training Budget

Fig.eFile. 30016

As a result the working file will be sent to closed section of Files.
I) Create Volume:
Helps the user to create a new Volume of an existing file.

e To create a Volume user has to perform following steps:

e Click the Create Volume Link, as a result, the following page will appear, as shown in Fig.eFile.317:
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Fig.eFile. 30117

e Click the Create Volume M) button (Fig.eFile.317) to create volume, as a result the Volume of the
existing file gets generated as a new file. As a result following page appears, as shown in Fig.eFile.318:
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iufererices | Link | Details | Movements | Edit [ Send | More Attion | More Datalls |

Elﬁ'«n : e Fms

B Add Green Note || = |Add Yellow Note |

Thers i no comespondence attached with thisfile.

Fig.eFile. 30218

e More Details: Merged Files are shown in the More Details tab as shown in Fig.eFile.319:

File No: A-11/41/2012-LF-LBSHAS
‘ Noting | Carrespandence | Draft | References | Link | Detals | Movements | Edit | Send | Mora Achon | Create Valume | [Morz Detalls | ‘

Merged Files EI
File Humber : A-11/41/2012-LF-LBSNAA Subject ¢ genfhgh
Opening Date : 19/03/12 12:39 Remarks ;
Main Categary ! Sub Category !
Pravious Reference | Later Referance ¢
"Merged Files
SN0  Number ¥ Subject v

Fig.eFile. 3039

Note: You will learn the process of volume creation in detail in Section 9.

ii) Create New (SFS): This option creates an Electronic file with SFS standard i.e. the user can enter File No.
without any restriction or standards.
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Click the Create New (SFS) option under Electronic File. As a result, File Cover Page screen appears as
shown in Fig.eFile.320:

Fig.eFile. 30420

e Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory
fields, a shown in Fig.eFile.321:
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11011/eFile/Nic-imp

SFlle implamentation I

Fig.eFile. 3051

e After filling the necessary details, click the Continue Working (IS
create a new Electronic file. As a result, file gets created, as shown in Fig.eFile.322:

) button (Fig.eFile.321) to

Copyright @ NIC, 2012



<office

File No: H-1023
‘_ﬁ‘a‘ﬂ'ﬁﬁ' ‘Corespondence | Dreft | References | Unk | Delails | Movernents | Edlt | Send | More Azjon | Create Volums | Mare Detals |
& D " £'ma

B |Add Green Note | | =| Add Yallow Mote

There is no comespondence attachad with this file.

Fig.eFile. 30622

Note: User can perform same operations on a file as explained in Create Non-SFS file of the Electronic File
Section.

Create Part:
The Create Part file option allows the user to create a part file against the file in submission i.e. not
residing with the working user.

To create a part file the user has to perform the following steps:

¢ Click the Create Part under the File Section, as shown in Fig.eFile.323:
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Files =

» Inbox [11]
+ official

Craated

-

+ Drafts
+ Completad

Parked

-

Closed

Sent

Physical File

-

Crests New Non
5FS)

+ Create New{SFS)

Electronic File

-

> Creata New{Nan
5£5)

+ Crestz New{SFS)

p CrestesPart

b Createioiume

b Recycle Bin

Migrate File (=
Bi!pﬂ'i:l:"l- -E|
D5C e
Raports lEI
Ssttings [

Fig.eFile. 30723

As a result the following page appears as shown in Fig.eFile.324:
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T prowse File

Fig.eFile. 30824

e To create a File no., click the Browse File () Link, which shows all the files sent by you , as
shown in Fig.eFile.325:
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Search File For Attach

2012[ - Search
File Number Subject
E N-18014/5/2010-Dir(e-Gov) Tour program far spot studjes.
£ N-17012/1/2010-e-Gow(B)  Board Meeting of NISG
E N-17013/1/2010-2-Gov(B) braft copy of the'note for Cabinet approval
E WUZUIZ_DS{EGUV] e eni ...;aﬁa.. M e 1 7t
E H/A/2012-Secy test
E F-14011/1/2012-DS{e-Gov) Jama Masijid
E“ -;u-Qm 1!1‘:.’20‘12—[25‘;[8-(.59»‘) - fllet;} o
E C-15012/1/2012-DS{e-Gov) TUQO7
P F—lBGLiKI;‘ZOlé;GS(e—Gov:} . FI|€G@J:

Select File
<< <] >>>

Fig.eFile. 30925

¢ Click on the radio button to select a particular file for which a part file has to be created and click

on button Select File ((32=<tFie J\as shown in Fig.326:

Search File For Attach

2012 T_ Search
File Number Subject
E N-18014/5/2010-Dir(e-Gov) Tour program for spot studies.
E N-17012/1/2010-e-Gov(B) Board Meeting of NISG
E N-17013/1/2010-e-Gov(B) .DraFt copy of the note for Cabinet approval
E B/1/2012-DS(e-Gov) aaa
E AS4/2012-Secy test
E F-14011/1/2012-D5(e-Gov) Jama Masjid
E N-14011/1/2012-DS(e-Gov) fileO?
E C-15012/1/2012-DS(e-Gov) TUOD7
P F-13011/1/2012-DS(e-Gov) File001

| Select File |

<< <l>>>

Fig.eFile. 31026

As a result the following page appears after selecting the file, as shown in Fig.eFile.327:
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Fig.eFile. 31127

e Click on the Create Part (M) Link to create a part file, as a result the part file has
been created as shown in Fig.eFile.328:

[P No: F/22/2012-LF-LBSNAA-Dar1) |
r Correspondence | Link | Movements T Defalls | Edt | Send | Dispatch | More Action | More Defalls | Merge | }
File Number : F/32/2012-LF-LBSNAA-Part(1) Subject physical file
Opening Date : 19/09/12 01:57 Remarks : physical file
Main Categary ! Sub Category :
Previous Referance ¢ Later Referanca :
File Movement History
Sender ¥ Sent on T Sentto ¥ Ation * Remarks v

Fig.eFile. 31228

o As aresult part file is created the part file can be created for both physical and electronic file.
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Create Volume:

The Create Volume option allows the user to create a new volume of an existing file which is residing

with him/her in the Draft or Inbox.

To create a Volume of a file the user has to perform the following steps:

¢ Click the Create Volume under the File Section, as shown in Fig.eFile.329:

-

- v

-

-

-+ afficial

Creatad

+ Drafts

-+ Camipleted
Parked
Closed

Sent
Physical File

Crests MNewlNon
SFS5)

-+ Create MNew{ SFS]

Electrenic File

o Cresta Navi{Non
5E9)

+ Create NewlSFS)

p Create Fart

(3 Creat?-l_'%olume

F F=Cy oI5

Migrate File =+
Dispﬂ'i:th .|£|
DS5C =
Haports =]
Sattings I

Fig.eFile. 3139

As a result the following page appears as shown in Fig.eFile.330:
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T owse

Fig.eFile. 31430

e To create a File no. Click on the Browse File () Link, which shows all the files residing in
your inbox and drafts , as shown in Fig.eFile.331:
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——————
Search File For Attach
2011 F Search
File Number Subject
E N-11016/-73/2011-e-Gov(B) e- Office-Mission Mode Project- e-Manual
E N-15014/-72/2011-e-Gov(B) The Council of Mission Leaders of NEGP
E N-11016/-71/2011-e-Gov(B) ?I;Vngir;{%ggrr;gg Nodal officer for Implementation of
: v e sy Sodmeng offood of Dt of atona
E Lo oyt Gole) e ANlon Hode Pl AHP) e
: vt Goy)  hesedng ot espond o el by
E N-11014/100/2010-e-Gov(B) gﬂfﬂ:ﬁ;ﬁ;ﬁ'g? S’;Oe};‘%ggg MMP - Training of
E N-19011/1/2011-DS(e-Gov) Tour Programme 2010-11
E N-14/-164/2011-DS(e-Gov) BPR
E N-12013/-36/2011-Dir(e-Gov) Costitution of Various Committees
Select File
<<<12> 5>

Fig.eFile. 31531

¢ Click on the radio button to select a particular file for which a new volume has to be created and

click on button Select File ()as shown in Fig.332:
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Search File For Attach
2011 |T Search
File Number Subject

@ E N-11016/-73/2011-e-Gov(B) e- Office-Mission Mode Project- e-Manual
E N-15014/-72/2011-e-Gov(B) The Council of Mission Leaders of NEGP
£ N-11016/-71/2011-¢ Gov(B) INS)\'r[gi?{%ggz]:E Nedal officer for Implementation of
© wmaeenesu) o neen oo reeor of o
© wuoeeesu) otk Alision ok red )
C omnesy i nemty
e wuoguemecu  peneiato o cOfc e Taihg
E N-19011/1/2011-DS(e-Gov) Tour Programme 2010-11
E N-14/-164/2011-D5(e-Gov) BPR
E N-12013/-36/2011-Dir(e-Gov) Costitution of Various Committees

Select File
<<<12>>>

Fig.eFile. 3162

¢ Click on the Create Volume () Link to create a Volume, as a result the new Volume
of a file has been created as shown in Fig.eFile.333:

‘Fi|e No: D/174/2012-LF-LBSHA-Volume[2)

[V Correspondence | ik | Maovements | Detals Edt Send | Dispeteh | Mare Action | More Detals [ Merge | 1
Fll Humber D/171/2012-LF-LBSNAA-Volume(2) Suject: ®

Opening Date 19/09/12 01:37 Remarks : »

Wain Category : Sub Category

Fravious Reference : Later Referance :

File Movement History

Sender v St on " Setto * idn * Remarks \

Fig.eFile. 31733
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e As a result volume of a file is created (the volume of a file can be created for both physical and
electronic file).

Recycle Bin:

Recycle Bin option contains list of all the Files which are deleted from the “Created” section of Files.
There are 2 links provided under Recycle Bin Section of File:

a) Delete (): Permanently deletes the selected File.

b) Restore (): The File which are deleted from the Created section are restored back.

Migrate File

Create New
With the help of Migrate file user can migrate files to any folder.

e Migrate file is created as shown in the figure Fig.eFile.334:

(e comdonod — 150 0]
I —

Disgatch =l

§
i

Sattings

1)

Fig.eFile. 31834

o Fill all the mandatory fields on the current page of Create Migrate File as shown in the figure Fig.eFile.335:

To select a file click Browse and Import the selected file from the folder as shown in the figure Fig.eFile.335:

Copyright © NIC, 2012



e@ffice

& TETRL R FLATE SELTTIO

Receipts £
Files [
Migrate File =
b Create New
stk ) (IR I B [
+ Complated I
Vel s I
Dispatch & Sections File Nuimber
a
DSC & I!ﬂ 7 A-2102371 )\5\2008 -
upl - \DFGF4
Reports = 7 A-2102221\s\2008
- \\DFGF4
Settings +| #
ting ] - \pFara Choose One
7, A-2102217)5\2008
' \DFGF4 Choose One
FA-20zEioNA2008 |0 |
<" \\DFGF4 = 15
7, A-21022(7)\5\2008
- \DFGF4
7, A-21022{5)\5\2008
- \\DFGF4 i
7 A-21022(z )5\ 2008 -
- \oFers
7 A-21023{5)\5\2008 “
- \\DFGF4 )
7, A-21022{21)15\200
- \\DFGF4 ki
7 A-21023718)13\2008
Import

Fig.eFile. 31935

o Select a file, a window appears wherein user need to select the Source and destination files as shown in the
Fig.eFile.336:

Issue £ ssteer s

Reaferances

lssued i

Notes

i

e T N Y BN e

u u Chonsa Gng
Choosz One

Destination Filez
lssue
Hote
Recaipt
Referance
[ Vesify Celais

Fig.eFile. 32036
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Now verify details as shown in the figure Fig.eFile.337:

Squrce Files

I sefect

O = |ocalhiost - 1 (3).pdf

D * loealhost - 1 (2).pdf

B st N T [

A21022]1TH5I2008DFGF
oo

destnatin s

\‘_“ = [gealtiostpdf

oo sz

Verify Datails ‘

Fig.eFile. 32137

e Go to the button Continue Working(M) to generate new file no as shown in the
Fig.eFile.338:

Copyright © NIC, 2012



e@ffice

& TEathl, W PLECE ST

Files

[ salact:an

F] % locathost- 1 {3).df
& = |ocalhost - 1 (2).pdf

|'“‘ ™ |ocalhost - 1(1].pdf

| W G (Y

A21022(17)/5/2008/DF GF

nello
oo
Dastination

AMC & Demand
Files
FE =™ |ocalhost.pdf
Note ——
Receipt
Reference

N Chiocs= one ] 180912012 [

Continire Working »

Wark O Fie Laier »

Verffy Details |

Fig.eFile. 32238

New file number is generated along with Old file no as shown in the Fig.eFile.339:

£2:1F Old Fila Nt &

o e e

Migrated Table of Content
SN Comespondunce Na

Sulijuet Trpe Sunt By
1 lozalhast. paf

nia

tasus WA x ¥ O B

Fig.eFile. 3239
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Create New of Migrate has 2 links to perform operation on it:
Draft:

Number is not generated as shown in the figure Fig.eFile.340:

= | |

Rereipts H

Murber v Sibiect * Subjedt Catzgary v Created On v Remarks * Phyeical Fle Number v
Files @ : -

| lumber not genarstad hgjugyj 2017-05-18 13,33:22.348 A-21002(8)/5/2008/0FGR4 |
MigateFle 5
} Create Nay

+ Completed l
} Falder Permizzions
Dispatch M
DS El
Reparts ]
Settings #
LEGEND 1 Out Today | Mgt Immediate [ | Immediate Crdinary
Fig.eFile. 324
Completed:

Contime 'u"l.'r:‘wlizr!g >

To generate a number click on to generate number
We have 5 links under completed tab to perform operations.

e Migrated file page shows the table of contents as shown in the figure Fig.eFile.341:

Copyright © NIC, 2012




e@ffice

& TR W FLETE SULTIO

New File Hot A-11011/19/2012-LF Old File No: A-21022(17)/5/2008/OFGF4

Notings | Correspondences | Referances ‘ Edit ‘ Finalize Migration

Migrated Table of Content
SN0 Comespondence ho Subject Type Sent By Actions
1 localhost.pdf /A Issue A u u

ey

Fig.eFile. 32541

Notings: It is used to see the notings of the migrated file as shown in the figure Fig.eFile.342:

jaw File Hor A-11011/19/2012-LF Old File Nor A-21022(17)/5/2008/DFGF4

Tlokas:|| Comespondences | Refersnces | Edit | Finaliza Migrstion

Noting TOC

Fig.eFile. 32642
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Note: Notings, Correspondence and References depend on the destination file which displays in the
table of content.

Correspondence:

e Correspondence is as shown in the figure Fig.eFile.343:

Hew File No: A-11011/18/2012-LF Old File No: A-21022(17)/5/2008/DFGF4

Notings | |Correspondencas | References ‘ Edit |FinalizeM\grahun
Migrated Table of Content
Sl o Correspondence No Subject Type Sent By Actions
i lacalhast.pdf NA Issue N/A ?( !_;, n u

ar g o

Fig.eFile. 32743

References:

References is shown in the figure Fig.eFile.344:
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Mewi File Mo: A-11011/15/2012-1F

Notings | Correspondences 1|l Edit | Finalize Migration

References

Fig.eFile. 32844
Edit:

e All the fields can be modified and saved as shown in the Fig.eFile.345 & Fig.eFile.346:

Fig.eFile. 329
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St Fites

Issu8 I sgioct al
Refarances

Issuad

Plotes

Recaipiz

Issue
Note

Receipt -
Referznce  ETETE 180872012

vesly Details

Fig.eFile. 33046
Finalize Migration:

e |t requires all the metadata should be completed before finalizing as shown in the figure Fig.eFile.347:

New File flo: A-11021/15/2012-LF Old Fil= No: A-21022(17)/5/ 2008/DFGF4
liotings | Comecpandentes | Referances ‘ Edit lize Wigration |
Dispakch g
Pastal Details
Postz| Mods | Choosz One E‘ Posts| Charge 2 _I
Medlum Welght D I
Dut Register Details
Peon Book No | \ Out Dats [ E
Beon Name | B Out Time | |
Peon Cade | chooze one B Dellvery Status Mo E
Delivery Date :E
pelverTme |
Receipt Details
ssly By
Subject® (Maximum of A
230 Charadters) .
Communication Details E
Ministry | gh_gps_e_ﬂniim
Department | _Cb_u_ ose Cnz B
EER
—
Address1 *
Address 2
-
|

Fig.eFile. 331
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o Fill all the required data to make it as DFA as shown in the Fig.eFile.348:

Y File fios A-23021/59/2017-(F Old File Yos 21022727 |/5/2000/DFGF4
fictings | Cormuspondanzes | Rofersnces | Edit | Finalics Migrstin

Behvery Oate i3

Delivery Time
Receipt Details

Hilbest= IMamunm of [thello
230 Charactars]

Communication Details
Miniztry Chocse One E
Department Chooze Ope E
edsdss
Tesignation E
sadsadaz
Addrazz 0 :
gmail =
Drgan(zation Choose Ope E |
Country Chacse One [ﬂ
Seate ._cnaase ane B
Pincede ]
Talephona
Fa

[ —
a0y EEE— L

Fig.eFile. 33248

Now as a result a new DFA is created as shown in the figure Fig.eFile.349:

New File Not A-1101115F20E2-LF OId File Not A-21033117 115/ 2008 DFGFS
hatings | Cortespondences | Hefarances £dit | Finslzs Migration

Migrated Tuble of Content

Sihe  Comespondents No Subsject Type Sent dy Actions
[1 DFA/2114 hella 1SSUE 1A X ¥ B B8 |

| Save Seguente

Fig.eFile. 3339
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Folder Permission:

With the help of folder permissions user can provide an access to other user

To provide folder permission as shown in the figure Fig.eFile.350:

Permission for section to the user for migration

To s ALKA A KULKARNI E2
3 items selected Remove all Add all
1 upb = | upl +
3 up? = | up3 +
3 up = | up2 +

Fig.eFile. 33450

e Permission should be provided to section officer for migration as shown in the figure Fig.eFile.351:
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Parmission for section to the user for migration

Receipts # | Tg s|Choose One H
Files =l 0 items selected ove all | . Addal
Migrate File =] . upd T
b Creata Naw Lg? +
+Draft L +
+ Completed R +
upd . 2
upl +
Bispatch [+
psc ] .
Save| (Clear
Reports E D ‘_l
Settings [+

Fig.eFile. 33551
Dispatch

Dispatch section helps the user to view the issues that has been dispatched by them to the concerned recipient.
There are two links available under Dispatch Section which is mentioned below:

1) Sent

2) Returned

Let’s have an introduction about these Links:

1. Sent: This module helps the CRU user to view the Sent Issues/Drafts.

If the status of the Issue or sent draft is:

Issued and Sent: Refers to when the DFA has been sent by the CRU section but not dispatched
finally by the CRU section

Issued and Dispatched: Refers to when the DFA that has been sent to CRU section has been
finally dispatched.

Issued and Returned: Refers to when the sent DFA has been returned back to the CRU section.

Final Dispatch can be done only after receiving the Draft/Letter.

There is 1 link provided under sent of Dispatch:

a) Print Envelope: Helps the user to Print the envelope required for final Physical dispatch.
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b) Returned: Contains the list of correspondence(s)/issues that are returned by the CRU/CRU section.

There are 2 links provided under Returned section of Dispatch:
a) Receive
b) Resend

Let’s have an introduction about this Link:

a) Receive: Helps the user to receive the returned Issue/Correspondence only after which user can edit the
received Document.

b) Resend: Helps the user to resend the returned Issue/Correspondence after required changes (if required) to
the CRU/CRU Section.

Quick Actions: - There is one useful link given under Dispatch as:

% Action Detail (El) — It facilitates the user to view the actions done at that moment on the
Letter/Correspondence received.

e Select the Sent Issue needs to be printed/dispatched physically.

Click the ‘Print Envelope’ link, as shown in Fig.eFile.352:

Print Enyelope | ‘
I * Diagatch Number, ' Subjest " Airass ¥ Bent By ™ Zent On v ]
1550/2512 # 66 5hems SECRETARY, ANUSHAKTL... el 157612 4:35 P ]
B [B33a0i2 1t SECRETERY, NIRMAN BH... CRU B/l 411 7M u
Eolsin/aong m T eddddddddddddd,. ] BI61210:29 AW U
B U3Esnn Bill Payment Banveri Lz, Delhi AU 25/5/12 3136 M U
B¢ mamon (CC) mosies st =5 25t ol /512 445 M U
[. B l473/0002 é) Fler Nano'2 Flet fiana 2, asd CRU 11/5/12 308 M y
0 p pagmo : SECRETARY, SARDAR PA.. el st U
[| P 450 Prithvirs] Chauhan SECRETARY, KRIGHI BH... CRU 7/3/12 4106 PM u
0 r Lz sdsd b4 ol 77/4/12 2146 P ]
0 ¢ i Histrey of Cehi A2 ] Kalam, Db il /4112 113340 7
Bop g The nearby Iron Fill. Hohan, Gl cal T3z 30 U

Fig.eFile. 33652

As a result new window appears asking for Print Size, as shown in Fig.eFile.353:
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Fig.eFile. 33753

o Select the Print Size and click the ‘Print’ (l) button (Fig.eFile.353), as a result the issue gets
printed.

Return Link in Quick Actions gets active only when the CRU user receives the Letter.

DSC (Digital Signature Certificate)
It is a Digital Signature Certificate used for e-office that has the same legal recognition and validity as handwritten
signatures which implies a process of demonstrating the authenticity of a digital message or document.
There is one link available under DSC section which is mentioned below:
1) DSC Registration
Let’s have an introduction about this Link:

DSC Registration:

DSC Registration implies Digital Signature Certificate Registration. eOffice users obtain a Signing Certificate to go through
DSC registration. DSC registration option facilitates the eOffice users for registration using an e-token issued to them by
certificate issuing authorities like Tata Consultancy Services (TCS), National Informatics Centre (NIC), IDRBT Certifying
Authority, SafeScrypt CA Services, Sify Communications, (n) Code

eOffice USER ID and DSC LOGIN ID are different. Both are required to authenticate the LOG IN
process, if the eOffice user has registered for DSC.

DSC registration can be done either using a DSC card or e-token. User can visit the website http://nicca.nic.in, for basic
information of how to obtain the DSC certificate or e-token, how to obtain the software for DSC certificate or e-token, how to
install them, and finally how to how to initialize the DSC certificate or e-token.

User has to properly installed drivers for the DSC Smart card and USB Token in the system before
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using the DSC authentication or e-token authentication.

Fee structure for the different certificates and the hardware devices involved can be easily obtained by accessing,

http://nicca.nic.in. Under this site, user can easily obtain the detailed information regarding the Certificate’s Fee Structures,
under the Support Link.

Token involves only a single pen drive device.

After the user has properly enrolled for the DSC certificate or e-token, user has two level of authentication for accessing
the eOffice application. User has to perform series of steps to log into the eOffice application, using e-Token or DSC card.

For e-Token Enroliment:

¢ Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.354:

Fig.eFile. 33854

e Type the User id in the User Name text box.
e Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.355:
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Fig.eFile. 33955

As a result, the user gets successfully log into the eOffice application, as shown in Fig.eFile.356:

Receipi= =]
FijL_r.- =]
Migrabe File E
Dispatch =

Fig.eFile. 34056

Plug-In the e-token in your machine/system.

e Click the DSC Registration link under the DSC section (Fig.eFile.356). As a result, the DSC Enrolliment Screen appears,
as shown in Fig.eFile.357:
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4 Signing Certificate

Certificate Information

Sl.ho. Certificate Type Validity Enroll Date User Name

No recard found.

Fig.eFile. 341

e Click the Signing Certificate link in the DSC Enrollment Screen (Fig.eFile.357) As a result, the DSC Enrollment screen
appears, a shown in Fig.eFile.358:

A

,g@fﬁce Hame. | Sign Out

Th, 29 Apr M0 € Muralikrishr Kumar

Receipts | DSC Enrollment

* Suants Create Please insert your e-Token to read your Digital Certificate Information
> Br & Diar £oo v oo
ARERIRR: Digital Certificate : Signing

+ Inbox

+ Created

* Sent DSC Entollmint

+ Acknowledge Certificate Issued By Type Expiry Date

Sanjay Singh - 17530026 }NIC Certifying Authortt,., \Signing \02—2&2012 13:12:13

O Referazh  2Help ¢ Back

+ Time bound

Files |
+ Tnbox

+ Sent

+ Created

+ Create New

+ Time bound

+ Closed

Dispatch

+ Sent

DSC

+ DSC Registration

Fig.eFile. 34258

o Select the certificate for enroliment and click the OK button, as shown in Fig.eFile.359:
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Qﬁlce pame | Sign out

Receipts OSC Empollment

? Sanacedte Please Insert your e-Token to read your Digital Certificate Information

G Digital Certificate : Signing
Trboy

» Credtad
Sert
Ackrowkdze o A
Tiebound i NIC Gl Fyieg Adthecit . Sigfing

files

* Tebax

» Serk

» Crested

» Crede New
* Time bound
> Closed

Dispateh
» St
DsC

* DSC Regstration

Fig.eFile. 3439

The Message box appears, displaying the message for successful enroliment of the eOffice user, a shown in Fig.eFile.360:

r

Message &]

o
\lf) DSC is envolled successfully.

Fig.eFile. 34460

¢ Click the OK button to complete the process of DSC enroliment, as shown in Fig.eFile.361:
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7 Welcome fo eQifice Solution - €35 Style - Mozilla Firefox
Eile Edt View Hgtory Bookmarks  Yabeol Yook Help

B - c % i Erim s % -] [t oo —7

] weicome to eaffice Solution - £S5 St | 4+ |

che Home | “Sign Out

© Muralikrishng Kumar

(3| 0]

| BSC Eurollmont Serean

Rocelpts
* e aceste ¥, suongcenteate R Enchinermert Cortcato |
¥ Bropmse b Diarlse
* Inbox

Creatod sliNo. Certificate Type Valldity Enroll Date
¥ Sent 1 Sanjay Singh - 17530026 Signing 23-02-2012 01:12 29-04-2010'12:04
+ Acknowledge
* Timz bound

Certificate Information

Files

7 TInbox

? Sent

* Created

* Create New
+ Time bound
+ Clos=d

Dispatel
¥ osent

DsC

¥ DAL Registration

Fig.eFile. 34561

For e-Token Authentication:

¢ Plug in the e-token device in your system.

o Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.362:
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ADIGITAL WORKPLAGE SOLUTION

eFile

Fig.eFile. 34662

o Type the User id in the User Name text box.
e Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.363:

Fig.eFile. 34763
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As a result, the Log On dialog box appears, prompting for password above the DSC Authentication screen, as
shown in Fig.eFile.364:

Digital Certificate Authenticatio
Inforraa
Welcomd : b
You hay logmatoeToken @] OKEI
card for -
Then cli
Enter eToken passwerd

eTokenName! | Saivy Snan

Password: . | soee|

oK Cancel |

Fig.eFile. 34864

e Type the password in the Password field in the Log On screen. (Fig.eFile.364)

User can enter the wrong password only 10 times. Thereafter if the wrong password is entered, the
user gets blocked.

e Click the OK button (Fig.eFile.364). As a result, the user gets log into the eOffice application, as shown in

) Meekcane 10 o) Tice Swlution  CS€ Styhe  Mbaztlla Firelon
S
& -c 2 B e 1 e vk -
[ Webiowres tm e6ifiee Sob bt - (SS S8,
O‘“ce e | et N
i nw
Mcaius Fits
3éus Same ozt fouem | i {Greomone | 8
N
R -
o oy Frore o
Seet v A Moras 204 am
avendudn it K MG Loy
b M e w05
T . e Wrae P
Tt
b
set
-~
S o
e bourd
esnst
bigant 1
Tepatcty
N e oo oo mz W A
Sitpeed v Ty W LT ——
Ot Fy— R—— Contiets oy Saine
oS

Fig.eFile. 34965
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For DSC Card Enroliment:
¢ Type the URL of the eOffice application in the address bar of the web browser.
o Press Enter from the keyboard.
A window appears, displaying the login page for eOffice, as shown in Fig.eFile.366:

[=] wekcome to e0ffice Solotion - Login |

c@ffice

eFile

Fig.eFile. 35066

e Type the User id in the User Name text box.
e Type the password in the Password text box.
¢ Click the Login button, as shown in Fig.eFile.367:
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Fig.eFile. 35167

o Plug-In the e-token in your machine/system.

As a result, the user gets successfully log into the eOffice application, as shown in Fig.eFile.368:

@fflce Home | Signowm 2
(fha, 2@Ap 2 SR Swipan K Mondal
Receipts ,F 'Ies |

 Scan & Create Yiew All  Search in [Choose One % ﬁ‘
» Browse & Diarise

* Tnbox w | MarkAs « | [5) Maove To Folder Switch View
> Created [l tumber Subject SentBy Sent On Bue On

> Sent [l v *G-11212010:PC An all-pervasive government ro,. AKVerma 27-04-2010

* Acknowledge

* Time bound

Files

* Inbox

¥ Sent

* Created

» Create New

# Time bound

* Closed

!Urgent *High Intermediate +Low ®elsw

Dispatch

5 Sent Fite Humber G-1122010-PC Created On 30-03-2010 Status Active

Subject An all-pervasive government role may hav...  File Type Iain Priority Immediate
Dsc Subject Category  Workshops on Performance management Retention Period A Confidential Confidential
< [ ' <

Fig.eFile. 352

e Click the DSC Registration link under the DSC section (Fig.eFile.368). As a result, the DSC Enrollment Screen appears,
as shown in Fig.eFile.369:
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‘3@fflce Home | Sign Out

SO Swapan K Mondal
Receipts _DSCEnrollment Screen

 Scan & Create l+ Signing Eﬁerﬁﬂcgte ._“‘ Enchipherment Cettificate

* Browse & Diarise 3 .
v Certificate Information
+ Inbox

* Created SL.No, Certificate Type validity Enroll Date:
+ Sent

> Acknowledge No record found.

* Time bound

Files

* Inbox

+ Sent

*» Created

# Create Mew
* Time bound
» Closed

Dispatch

* Sent

DSC

+ DSC Registration

Fig.eFile. 3539

¢ Click the Signing Certificate link in the DSC Enrollment Screen (Fig.eFile.369). As a result, Enter Pin dialog box appears,
a shown in Fig.eFile.370:

To log in ko "Suchitra Pyarelal”

Enter PIN: |eees|

e Mlninium_PIN length 4 bytes
v~ Maximum PIN length 15 bytes

I _OK[ l | Cancel |

Fig.eFile. 35470

e Enter the pin in the Enter Pin text box in the Enter PIN dialog box (Fig.eFile.370).
e Click the OK button. The DSC Enroliment screen appears, a shown in Fig.eFile.371:
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c@mce Home | SignOut &

Receipts \ ﬁﬁgﬁmwm

* S §Cregte Please insert your e-Token to read your Digital Certificate Information
* Browse & Diarise %4 ’ g i
R Digital Certificate : Signing
* Tnboy

¥ Created

* Sent ST, Enrofiment: ‘

CRefsresh T Help \* Back

¥ Arknonledge Cetficate IsuedBy Tpe Expry Date
Suchitra Pyarelafs NIC ., NIC Certfying Authort... Sigring (10122011 14346147

*# Timie bound

Files

¥ Tnbox

* Sent

¥ Created
¥ Create New
# Time bound
* Coged
Dispatch

¢ Sent

DsC

* DAC Regisiration

Fig.eFile. 35571

e Select the certificate for enroliment and click the OK button, a shown in Fig.eFile.372:
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\/@mce Home | Signout 2

Tho, 28 Ape 2010

Receipts  DSC Enroliment

# Sean & Create Please insert your e-Token to read your Digital Certificate Information
# Browse & Diarise 27 3 8 i
' Digital Certificate : Signing
* Inbox

»iCragted Ciefsresh 7 Help * Back

 Sent | DST Enroliment: i

* Adknowledoe Certificate Tssued By Type Expiry Date
Suchitra Pyarelal’s NIT ., NIC Certifying Authorit,, Sianing 10-12-2011 14196047

* Time bound
Files

* Inbox %

* Sent

¥ Created

. Create New

# Time bound
* Closed
Dispatch

# Sent
DsC

* DSCRegistration

Fig.eFile. 35672

The message box appears, displaying the message for successful enrollment of the eOffice user, a shown in Fig.eFile.373:

r

Message

o ) o
\l?) DSC is envalled successfully.

Fig.eFile. 35773

¢ Click the OK button to complete the process of DSC enroliment, as shown in Fig.eFile.374
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Rocaipts DSC Envolimant Setoon

san dlrmate .. Signing Cericaty ., Enehiphmant Cemincoty

Brovme B Darne

\ Certificate Information
o
Creted SlNo. Certificate Tvpe Validity Enroll Date

Sant Suchitra Pysrelal's NI Centifying

: ! i 12103911 0254 2004-2080 12748
Al Autharity 16 - 20558753 L AN

Time bovnd

flles
Irbex
St

* Creates
Create ha
Time bownd

(oeed
Dispatch
et

nsc

TEC Regatration

Fig.eFile. 35874

For DSC Card Authentication:
e Plugin the DSC card in your system.
e Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.375:

] welvmne te efflice Sokition - Loge

Fig.eFile. 359
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e Type the User id in the User Name text box.
e Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.376:

B Login
W

Fig.eFile. 36076

As a result, the Enter PIN dialog box appears, as shown in Fig.eFile.377:

1
5
o

W @ [ welcome to eOffice Soktion - Logn . =

To log 1 to “Suchitra Pyarcial”
Enter PIN: [esww

W Minium PIN fength 4 bytes
o Maximum PIN length 15 bytes

Digitél Certificate Authentication

Information Srid

Welcome.

You have Registered with DSC, Flease insert your BSC
card for authentication

Ther click the Login button o proceed

Fig.eFile. 36177
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o Type the password in the Enter PIN dialog box (Fig.eFile.377).

Click the OK button (Fig.eFile.377). As a result, the user gets log into the eOffice application, as shown in
Fig.eFile.378:

—@ﬁlce Home | Signout A

Receipts I Files

+'Scan S Create ViewAll  Search in Ehoose f— @ - |l

» Brovise & Diarise

> Tnbox | Mark#s v | [ Move To Folder « Switch View

¥ Crested | ~lNumber ~ Subject ~Sent By +SentOn ~Due On

Sent [:l 4 * G-112/2010-PC An alkpervasive govemment ro..,
. Acknowledge

* Time bound

AKVerma 27042010

Files
¥ Inbox
*'Sent
# Created
* Create New
» Time bound
* Closed
IUrgent *High “Intermediate *Low

e

Dispatch

5 set File lumber G-112/2010-PC Created On 30-03-2010 Status Aetive
Subject Analkpervasive government rele may hav..  File Type lain Priority immediate
Dispatch Subject Category  Workshops on Performance management Retention Perlod A& Confidential Confidential
* Inbox

» Sent

K

Iz

Fig.eFile. 36278
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Reports

Reports are the documents that display the results of some search/experiment based on certain predefined
parameters and filters.

It has following 18 options:

1) File Register

2) File Register (Section wise)

3) Diary Register

4) Diary Register(Section wise)

5) File movement

6) Receipt movement

7) Dispatch

8) Received Files

9) Received Receipts

10) Parked Files

11) Closed Files

12) Closed Receipts

13) Files forwarded by time duration
14) Receipts forwarded by duration

15) Files attended for more than 24 Hrs.
16) File(s) not attended by recipient for 24 Hrs
17) Revenue Report

18) VIP Details

Let’s learn about these options one by one.

File Register

This selection generates a PDF Report filtered on the basis of certain parameters that contains a list of all the
efiles that are created between two specified dates on the basis of Basic head and other Sub heads.

To generate the File Register report, user has to perform the following steps:

Click the File Register link under the Report section, as shown in Fig.eFile.379:
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Receipts
Files
Migrate File
Dispatch
DSC

=

File Ragister (Saction
Wise)

-

Diary Register

Diary Register{Saction
Wise)

File Movemants

-

-

Raceipt Movemeants

-

Dispatch

Received Filas

v v

Received Receipts

Parked Files

-

Closed Files

-

Closed Receipts

-

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
more than 24 Hrs

File(s} not attended
by receipient for 24
Hrs

-

-

Revenue Report

-

Wip Details

Sattings
e .

Fig.eFile. 3639

As aresult, File Register Report Screen appears, as shown in Fig.eFile.380:
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File Register Report

® FileRegister Report 0 Comparativa Report of Organization Unit

[ To* | i

From"

Basio Head ’_Exoose One_‘;! Primary Head ‘Ehoose One_;‘

Secondary Head Choose Ona (¥ Tertiary Hezd Choose Ons | ¥

’ Submit \

Fig.eFile. 36480

Provide the information for the necessary filter and fields like ‘From, To, Basic/Functional Head,
Activity/Primary Head and so on’, and click the Submit () button, as shown in Fig.eFile.381:

File Register Report
) FileRegister Report * Comparative Repart of Organization Unit
Fron? w7} T a7}
Basic Head A-Estabhshme[ﬂ Primary Head Recruttment B
Secondary Head Choose Ore E| Tertlary Head Choase One E
Siomit
\

Fig.eFile. 36581

As aresult, the File Download dialog box appears, as shown in Fig.eFile.382:

Open Save |v|| Cancel

Do you want to open or save File Register (Section wise) Report-20-09-2012.pdf from 10.248.80.147

Fig.eFile. 36682

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the report.

To save the report click the Save ) button (Fig.eFile.382).
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As a result, the File Register report is saved at the specified location in Pdf format. Now, when the user opens the
report, a detail of all the files that are generated between the two specified dates and specified parameters as
shown in Fig.eFile.383:

ELECTRONIC & COMMUNICATION
FILE REGISTER REPORT (02-02-2011 to 20-09-2011)

c@ffice

SNo  File Number Subject Opening Closing Date ~ Remarks
1 A-11011/7/2011-E&C Functional 19-08-2011 Remark

2 A-11011/6/2011-E8C the 19-08-2011

3 A-11011/4/2011-E8C functional 19-08-2011 The functional
“ A-11011/1/2011-E8C this a also functional 15-08-2011

5 Number not generated This is crateing migrated file 15-08-2011

6 A-11011/122011-E8C To attend the workshop 15-08-2011

7 Number not generated To check the functionality 14-08-2011 Totest

Fig.eFile. 36783

File Register (Section Wise)

This selection generates a Section Wise PDF Report filtered on the basis of certain parameters that contains
a list of all the efiles that are created between two specified dates on the basis of Basic head and other Sub
heads.

To generate the File Register Section Wise report, user has to perform the following steps:

Click the File Register Section Wise link under the Report section, as shown in Fig.eFile.384:
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Receipts
Files
Migrate File
Dispatch
DSC
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p File Registar

File Register (Saction
Wisa)

b Diary Register

Diary Register{Section
Wise)

» File Movements

¢ Receipt Movements

» Dispatch

¥ Received Files

kP Received Receipts
b Parked Files

¢ Closed Files

b Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
miore than 24 Hrs

File(s} not attended
b by receipient for 24
Hrs

k Revenue Report

F Vip Details

, Receipts forwarded by
Section

Settings

Fig.eFile. 36884
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See the operational level of file register .

Diary Register:
This selection generates a PDF Report filtered on the basis of certain parameters that contains a list of all the

Receipts that are created between two specified dates on the basis of Delivery mode, type of correspondence,
language etc.

To generate the Diary Register report, perform the following steps:

e Click the Diary Register link under the Report section, as shown in Fig.eFile.385:
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Fig.eFile. 36985

As a Result, the Diary Register Report screen appears, as shown in Fig.eFile.386:
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® DiaryRegister Repart C’ Comparative Report of Organization Unit
From® | m To® @
. . — . =
Delivery Mode ' Choose One _V' Language: | Choose Qne W
ConespondenceType:%_‘:“_fjggig One ¥ VIR O Yes O o @ Bath
e i il il
CoUntry Chooze One V‘ State | ChooseOne V|
Ministry Chooze Cne ¥ Department Ch_aose Ong v
MainCatagory {Choose One ¥ | Classiied () ves 0o
MGNREGA
Section
i Submit ‘

Fig.eFile. 37086

Provide the information for the necessary filter and fields like ‘From, To, Delivery Type and other
necessary

Details, and click the Submit () button, as shown in Fig.eFile.387:
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Fig.eFile. 371

As a result, File Download dialog box appears, as shown in Fig.eFile.388:

Do you want to open or save Diary Register Monthly Report-20-09-2012.pdf from 10.248.80.147

Save

v Cancel

Fig.eFile. 37288

e This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the report.

To save the report click the Save ) button (Fig.eFile.388).

As a result, the Diary Register report is saved at the specified location in Pdf format, now, when the user

opens the report, detail of all the Receipts that are generated between the two specified dates and specified
parameters as shown in Fig.eFile.389:
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ELECTRONIC & COMMUNICATION
) Diary Register Report
e@ffice (01-01-2011 to 22-09-2011)
S.No File Number Subject Sender Name  Letter Date

1 2804/2011/E4C Reg. telephone cables for malakoff KBMUSSOORIE 20110512
ol : 2011-07-01

2 4078/12011/E8C bUDGET FILE EandCSecton 20100
/ : 2011-07-11

3 433812011/E&C BSNL TELEPHONE BILL accontsecton 2011071
2011-04-21

4 806/2011/E4C BSNL TELEPHONE BILLS EANDC SECTION 2011042
5 5638/201 1/E&C EPABX TELEPHONE BILLS eandosection  2011-08-10
00:00:00.0
& asiEE R Proposal Letter for the AMC of Sharp AR-160 Diginet Corporation  2011-08-10
photocopiers 00:00:00.0
7 422512011/E&C franking Machine Ink cartiadge demand Dispatch Section 381010%70%7
8 14012011 Purchase of Multimedia Project E& llmigy
0 urchase of Multimedia Projectors c 00:00:00.0
9 262/2011/E4C List of BSNL landline phones EandoSection  2011-04-05
00:00:00.0

Fig.eFile. 3739

Diary Register Section Wise:

This selection generates a Section Wise PDF Report filtered on the basis of certain parameters that contains
a list of all the efiles that are created between two specified dates on the basis of Basic head and other Sub
heads.

To generate the Diary Register Section Wise report, user has to perform the following steps:

Click the Diary Register Section Wise link under the Report section

See the operational level of Diary Register.

File Movements:
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This selection generates a PDF report that contains a list of all the files in movement between two
specified dates.

To generate the File Movement report, user has to perform the following steps:

Click the File movement link under the Reports section, as shown in fig: The File movement Report
screen appears, as shown in Fig.eFile.390:

Receipts
Files
Migrate File
Dispatch
DSC
Reports =l

p File Register

File Register {Section

’ Wise)

-

Diary Register

Diary Register{Saction
Wise)

-

File Movemants

-

-

Receipt Movements

-

Dispatch

-

Received Filas

-

Received Receipts

Parked Files

-

Closed Files

- v

Closad Receipts

Files forwarded by
time duration

-

Receipts forwarded by
duration

-

Files attended for
more than 24 Hrs

-

File(s) not attended
by receipient for 24
Hrs

-

-

Revenues R=port

-

Wip Details

Fig.eFile. 37490
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Provide the information for the necessary filter and fields like ‘From and To’ and click the Submit (
) button, as shown in Fig.eFile.391:

Fife Movement Report

9 i Report ' Comp Report of 0 tion Unit
From®

OMMUNICATION

Section

‘7 Submit g

Fig.eFile. 37591

As a result, Download File dialog box appears, as shown in Fig.eFile.392:

Do you want to open or save File Movement Report-20-09-2012.pdf from 10.248.80.147 Open Save | v|| Cancel

Fig.eFile. 37692

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.392).

As a result, the File Movement report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Files in movement are generated between the two specified
dates and parameters as shown in Fig.eFile.393:
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ELECTRONIC 8 COMMUNICATION
File Movement Report

’5'@ff|ce (01-01-2011 to 20-08-2011)

S.No File Number Subject Sender Receiver Sent Date Receiving

1 D-21011/1/2011-E8C JAGMOHAN SATYABIR SINGH 17-08-2011 17-08-2011
SINGH
JAGMOHAN SATYABIR SINGH 17-08-2011 17-08-2011
SINGH
PRAVEEN KUMARIAGMOHAN 17-08-2011 17-08-2011
GUPTA SINGH
PRAVEEN KUMARIAGMOHAN 17-08-2011 17-08-2011
GUPTA SINGH
JAGMOHAN PRAVEEN KUMAR 07-04-2011 07-04-2011
SINGH GUPTA
JAGMOHAN PRAVEEN KUMAR 07-04-2011 07-04-2011
SINGH GUPTA
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH

2 D-2101%1/2011-E8C Purchasa of Multimedia JAGMOHAN SATYABIR SINGH 01-08-2011 01-08-2011

Projectors For Lecture Halls  SINGH

JAGMOHAN SATYABIR SINGH 01-08-2011 01-08-2011
SINGH
JAGMOHAN ALOK PANDEY  02-08-2011 02-08-2011
SINGH
JAGMOHAN ALOK PANDEY 02082011 02-08-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 16-03-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH

Fig.eFile. 37793

Receipts Movement:

This selection generates a PDF report that contains a list of all the receipts in movement between two
specified dates.

To generate the Receipt Movement report, user has to perform the following steps:

Click the Receipt Movement link under the Reports section. The Receipt Movement Report screen
appears, as shown in Fig.eFile.394:

Copyright © NIC, 2012



c@ffice

WL W ELETE ST

Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

» File Register

File Register (Section
Wise)

-

Diary Register

Diary Register{Section
Wisa)

File Movements

-

b

Receipt Movements

b

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closad Files

v v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
miore than 24 Hrs

File(s) not attended
by receipient for 24
Hrs

-

b Revenue Report

b Wip Details

Settings

Fig.eFile. 37894

Provide the information for the necessary filter and fields like ‘From and To’ and click the Submit ()
button, as shown in Fig.eFile.395:
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9/ Receipt Report ' Comp
From*

Report of Organizatian Unit.

JSection
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Fig.eFile. 37995

As a result, Download File dialog box appears, as shown in Fig.eFile.396:

Do you want to open or save Receipt Movements ':dlfrom 10.248.80.147 Open

Save v Cancel

Fig.eFile. 38096

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.396).

As a result, the Receipt Movement report is saved at the specified location in Pdf format. Now, when
the user opens the report, details of all the Receipts in movement are generated between the two
specified dates and parameters as shown in Fig.eFile.397:
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ELECTRONIC & COMMUNICATION
. Receipt Movement Report
'\-fgfflce {01-01-2011 to 20-09-2011)

S.No File Number Subject Sender Receiver Sent Date Receiver Date
1 6762/2011/CC test12 JAGMOHAN SINGH ALOK PANDEY 19-08-2011
2 6759/2011/E&C This 19-00-2011
3 6758/2011/E&C To attend the workshop 16-08-2011
4 6757/2011/CC test JAGMOHAN SINGH ALOK PANDEY 18-08-2011
5 6756/2011/E&C workshop{ 198-09-2011
8 6752/2011/E8C this is functional 19-08-2011
7 6753/2011/E&C Functional 16-08-2011
8 6754/2011/E&C Functional 18-08-2011
g G748/2011/E&C Ta hire manpower 15-09-2011
10 6739/2011/E&C vipin kumar gupta 14-08-2011
11 3748/2011/E&C Regarding the Eand C jAGMOHAN SINGH ALOK PANDEY 14-09-2011

Section in Gyanshila
building
12 6582/2011/CRU Nenpayment of JAGMOHAN SINGH ALOK PANDEY 14-08-2011
telephone bills
Fig.eFile. 38197
Dispatch:

This selection generates a PDF report that contains a list of all the Letters which has been dispatched
by the user between two specified dates.

To generate the Dispatch report, user has to perform the following steps:

Click the Dispatch link under the Reports section. The Dispatch Report screen appears, as shown in
Fig.eFile.398:
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Fig.eFile. 38298

Provide the information for the necessary filter and fields like ‘From, To and Category’ and click the Submit

() button, as shown in Fig.eFile.399:
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Fig.eFile. 3839

As a result, Download File dialog box appears, as shown in Fig.eFile.400:

Do you want to open or save |Dispatch Reports 'ﬂﬁrom 10.248.80.147 Open Save | | Cancel

Fig.eFile. 400

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.400).

As a result, the Dispatch report is saved at the specified location in Pdf format. Now, when the user
opens the report, details of all the letters dispatched are generated between the two specified dates
and parameters as shown in Fig.eFile.401:
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Despatch Report

e@ffice (01012011 10 2009:011)

SNo Dispatch File Number Remarks Address Sender Sent Date
1 11612011 A-410111/2011-CC JAGMOHAN  19-09-2011
SINGH

Fig.eFile. 401

Received Files:

This selection generates a PDF report that contains a list of all the Files which has been received by

the user between two specified dates.

To generate the received Files report, user has to perform the following steps:

Click the Received Files link under the Reports section. The File Received report screen appears, as
shown in Fig.eFile.402:
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Fig.eFile. 402
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Provide the information for the necessary filter and fields like ‘From, To, Category etc. and click the
Submit ) button, as shown in Fig.eFile.403:

Fi Received Repor

L o T s fp
Ctegory ME

ecton/Offce By | Crocse ne. B Sent By Chuss e E

Fig.eFile. 403

As a result, Download File box appears, as shown in Fig.eFile.404:

Do you want to open or save File Received Report-21-09-2012.pdf from 10.248.80.147 Open Save ™ Cancel

Fig.eFile. 404

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.404).

As a result, the Received Files report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Received Files are generated between the two specified dates
and parameters as shown inFig.eFile.405:
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ELECTRONIC & COMMUNICATION

File Received Report

c@ffice (010120110 2002011

S No. File No Subject Sender Name Receive Date
1 B/11/2011-LF test ALKAAKULKARNI ~ 9119/11523PM
2 A-41011/1/2011-CC e ALKAAKULKARNI ~ 9/19/11 4:15PM

Fig.eFile. 405

Received Receipts:

This selection generates a PDF report that contains a list of all the Receipts which has been received
by the user between two specified dates.

To generate the received Receipts report, user has to perform the following steps:

Click the Received Receipts link under the Reports section. The Received Receipt report screen
appears, as shown in Fig.eFile.406:
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Fig.eFile. 406
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Provide the information for the necessary filter and fields like ‘From, To, Category etc. and click the
Submit ) button, as shown in Fig.eFile.407:

Received Receipt Report
|
From* 01/04/2081 To* 20/09/2011 @
Category Traiing et Language: Choose One_ [
Sactlon/Offlcer By Choose One B Sent By Choase One E]
[ st M

Fig.eFile. 407

As a result, Download File box appears, as shown in Fig.eFile.408:

Doyou want to open or save Receipt Received Report-21-09-2012.pdf from 10.248.80.147 Open Save | ¥ Cancel

Fig.eFile. 408

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save ) button (Fig.eFile.408).

As a result, the Receipt Received report is saved at the specified location in Pdf format. Now, when
the user opens the report, details of all the Received Receipts are generated between the two specified
dates and parameters as shown in Fig.eFile.409:
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Receipt Received Report

@fflC e (01-01-2011 to 20-09-2011)

SNo.  Receipt No. Subject Senders Name Received Date
1 6762/2011/CC fest12 ALOK PANDEY 919111 12:00 AM
2 6757/2011/CC fest ALOK PANDEY 91911 1200 AM
3 859212011/CRU Nonpayment of telephone bills - SURENDRA KUMAR 7M1 12:00 AM

THAPLIYAL

Fig.eFile. 3849

Parked Files:

This selection generates a PDF report that contains a list of all the Files that has been Parked by the
user.

To generate the Parked Files report, user has to perform the following steps:

Click the Parked Files link under the Reports section. The Closed Files report screen appears, as
shown in Fig.eFile.410:
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Fig.eFile. 38510
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As a result, Files Parked Reports Page appears, as shown in Fig.eFile.411:

" Files Parked Report Page

i}
File Number

B/107/2012-DDS(AK)

H-11012/3/2012-CC

/85/2012-10 (5€)

PHYSICALFILE-2012

SWTRETY1323424

C-14012/6/2012-LF-VOLUME(2)

Subject

test

Physical Fila -2012

nl:jijipo

test the code

Remarks

park this filz for sometime

o ifetew, 7 {EATT T ST W SR AT T SEE
TWE Hr E T A Ao Hirelce, g

park this fila

park this file

Fig.eFile. 38611

To generate the Pdf Report, click the PDF icon at the top left corner of report, as shown in Fig.eFile.412:

Files Parked Report Page
[
File Number Subject Remarks
B/107/2012-DDS(AK) test park this fila for sometime
T Wi, F I T R W S A S A
H-11012/3/2012-CC we e
203 T = Reee T e T T s wRR, R
C/65/2012-10 (5C) 5
PHYSICALFILE-2012 Physical File -2012
SWTRETY1323424 nlijjipo park this file
C-14012/6/2012-LF-VOLUME(2) test the code park this file
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Closed Files:

This selection generates a PDF report that contains a list of all the Files that has been Closed by the
user between two specified dates.

To generate the Closed Files report, user has to perform the following steps:

Click the Closed Files link under the Reports section. The Closed Files report screen appears, as
shown in Fig.eFile.413:

Receipts
Files
Migrate File
Dispatch
DSC
Reports =l

» File Register

File Register (Section
Wis=)

¢ Diary Register

Diary Register{Seaction
Wis=)

b File Movemeants
¢ Receipt Movements

» Dispatch

b Received Files

» Received Receipts

» Parked Files
Closed Filas

» Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
more than 24 Hrs

File(s} not attended
» by receipient for 24
Hrs

¢ Revenue Report

* Vip Details

Settings

Fig.eFile. 38813
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Provide the information for the necessary filter and fields like ‘From and To and click the Submit

() button, as shown in Fig.eFile.414:

(e Fis Rt

|
‘ Fon' ateL @ i sy m

| Suam%

Fig.eFile. 38914

As a result, Download File box appears, as shown in Fig.eFile.415:

Do you want to open or save File Closed Report-21-09-2012.pdf from 10.248.80.147 Open Save | | Cancel

Fig.eFile. 39015

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) (Fig.eFile.415).

As a result, the Closed Files report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Closed Files are generated between the two specified dates as
shown inFig.eFile.416:
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ELECTRONIC & COMMUNICATION
FILE CLOSED REPORT

(01-08-2011 t0 20-09-2011)

S No. File No. Subject Closed On
1 A-11011/412011-E&C functional 9/20/11 12:48 PM
2 A-11011/412011-EEC unctional /2011 12:48 PM
3 A-11011/11/2011-E&C To attend the workshop

9/20/11 12:49 PM

Closed Receipts:

This selection generates a PDF report that contains a list of all the Receipts that has been Closed from the

Fig.eFile. 39116

File by the user between two specified dates.

To generate the Closed Receipts report, user has to perform the following steps:

Click the Closed Receipts link under the Reports section. The Closed Receipt report screen appears, as
shown in Fig.eFile.417:
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Fig.eFile. 39217

Provide the information for the necessary filter and fields like ‘From and To and click the Submit

Copyright © NIC, 2012



effice

. FLEE ST

(=) putton, as shown in Fig.eFile.418:

" Closed Files Report
\

From* oot | Tt |2tgfand

=

Fig.eFile. 39318

As a result, Download File box appears, as shown in Fig.eFile.419:

Do you want to open or save Receipt Closed Report-20-09-2012.pdf from 10.248.80.147 Open Save |*| | Cancel

Fig.eFile. 3949

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.419).

As aresult, the Closed Receipt report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the closed receipts are generated between the two specified dates
as shown in Fig.eFile.420:
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ELECTRONIC & COMMUNICATION
. Receipt Closed Report
c@ffice (01-08-2011 t0 20-08-2011)
SNo Receipt No. Subject Closed On
1 8753/2011/E&C Functional 9/20/11 12:48 PM
2 6752/2011/E&C this is functional /20/11 12:48 PM
3 6763/2011/CC test 9/20/11 12:54 PM
4 6754/2011/E&C Functional 9/20/11 12:48 PM
5 6751/2011/CC test 15 sept 9/20/11 12:49 PM
6 2795/2011/E&C dISTRIBUTION OF WORKS 9/20/11 12,54 PM
7 2787/2011 Allocation of Work amongst employees g/00/11 12:55 pM
from 27.03.1998 to 29.04.2011

Fig.eFile. 39520

Files forwarded by time duration:

This selection generates a PDF report that contains a list of all the Files that has been Forwarded
within a particular Time Duration.

To generate this report, user has to perform the following steps:

Click the Files Forwarded by Time Duration link under the Reports section. The Files Forwarded by
Time Duration report screen appears, as shown in Fig.eFile.421:
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Fig.eFile. 39621
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Provide the information for the necessary filter and fields like ‘Sent Date, Time ‘From and To),
Category, etc. and click the Report () button, as shown in Fig.eFile.422:

" Files forwarded by time duration

|

\ == ‘ &

‘Sent Date¥ | 20/05 m{@ Time From* 200 pm Time To* 300 pm
 Category | Choose One E] Section/Officer By | Choose One E SentTo |Choose One E

] Suh)ea@ sentTnEStatus ¥ Currently With ] Pending Days

| Report n Clear ‘

Fig.eFile. 39722

As a result, Download File box appears, as shown in Fig.eFile.423:

u

Do you want to open or save files forwarded by time duration  from 10.248.80.147 Open Save |*|| Cancel

Fig.eFile. 39823

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.423).

As a result, the Files Forwarded by Time Duration report is saved at the specified location in Pdf
format. Now, when the user opens the report, details of all the forwarded files within particular time
duration are generated, as shown in Fig.eFile.424:
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ELECTRONIC & COMMUNICATION
FILE_STATUS_REPORT

c@ffice

SNo File Number Subject Sent Date
1 A/18/2011-E4C Parliament issues 20-09-2011
2 A101177/2011-E&C Functional 20-09-2011
3 B-12012/2/2011-E8C Functional 20-09-2011

Fig.eFile. 39924

Receipts forwarded by duration:

This selection generates a PDF report that contains a list of all the Receipts that has been Forwarded
within a particular Time Duration.

To generate this report, user has to perform the following steps:

Click the Receipts Forwarded by Time Duration link under the Reports section. The Receipts
Forwarded by Time Duration report screen appears, as shown in Fig.eFile.425:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

¢ File Register

File Register (Section

’ Wisa)

-

Diary Register

Diary Register{Section
Wisa)

File Movements

.

Receipt Movements

-

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closed Files

- v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for

more than 24 Hrs

File(s} not attended
by receipient for 24
Hrs

-

-

Revenue Report

-

Wip Details

Settings

Fig.eFile. 40025

Provide the information for the necessary filter and fields like ‘Sent Date, Time ‘From and To),
Category, etc. and click the Report button, as shown in Fig.eFile.426:
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|
Sant Date® & Tima Fram* I&'j Tims To* M

Category |Chonss Ons |¥] Sadtion/Officer To | Chass Ons [X] SantTo | Chesss One 3]

i )

Fig.eFile. 40126

As a result, Download File box appears, as shown in Fig.eFile.427:

Do you want to open or save Receipts forwarded by duration ]rom 10.248.80.147 Open Save v Cancel

Fig.eFile. 427

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save ) button (Fig.eFile.427).

As a result, the Receipt Forwarded by Time Duration report is saved at the specified location in PDF
format. Now, when the user opens the report, details of all the forwarded Receipts within particular time duration
are generated, as shown in Fig.eFile.428:

]
Confidential Section of ADM(G)

RECEIPT STATUS REPORT

c@ffice

SNo. Correspondence Number Subject Sent Date

1 1562/2011/ADMCON Related to planning commission 20-08-2011

Fig.eFile. 40228
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Files attended for more than 24 Hrs:

This selection generates a PDF report that contains a list of all the Files that has been
Attended/Received for more than 24 Hrs.

To generate this report, user has to perform the following steps:

Click the Files attended for more than 24 Hrs. link under the Reports section, as shown in
Fig.eFile.429:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

p File Register

File Register (Section

’ Wisa)

-

Diary Register

Diary Register{Seaction
Wisa)

File Movemeants

- v

Receipt Movements

-

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closed Files

.

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
more than 24 Hrs

File(s) not attended
by receipient for 24
Hrs

-

-

Rewvenue Report

-

Vip Details

Settings

Fig.eFile. 4039

As a result, the Files attended for more than 24 Hrs .report opens in Pdf format, as shown in
Fig.eFile.430:
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Fig.eFile. 40430

File(s) not attended by recipient for 24 Hrs:

This selection generates a PDF report that contains a list of all the Files that has not been
Attended/Received for more than 24 Hrs.

To generate this report, user has to perform the following steps:

Click the File(s) not attended by recipient for 24 Hrs link under the Reports section, as shown in
Fig.eFile.431:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

» File Register

File Register (Saction
Wise)

-

Diary Register

Diary Register{Saction
Wisa)

File Movements

v

Receipt Movements

-

Dispatch

Received Files

v

Received Receipts

Parked Files

-

Closed Files

-

Closed Receipts

-

Files forwarded by
time duraticn

Receipts forwarded by
duration

Files attended for
miore than 24 Hrs

File(s} not attended
b by receipient for 24
Hrs

-

Revenue Report

-

Wip Details

Settings

Fig.eFile. 40531

Copyright © NIC, 2012



As a result, the File(s) not attended by recipient for 24 Hrs report screen appears, as shown in
Fig.eFile.432:

"File(s) not attended by receipient for 24 Hrs

From* @ To* ﬂ

Category Choose One = Section/Officer Choose One ¥ Sent Ta Choose One =

Fig.eFile. 40632

Provide the information for the necessary filter and fields like ‘From, To, Category, sent to etc. and click
the Report () button, as shown in Fig.eFile.433:

" Fil(s) not attended by receipient for 24 Hrs
|

o o ) s

Dot (i)
Category MEI Section/Offieer By (Chiese One E] SentTo Choos e B

Wt Vsent 1ol¥ sttus P curenty ith ¥l pending Do
Report I] Clear ‘

Fig.eFile. 40733

As a result, Download File box appears, as shown in Fig.eFile.434:

Do you want to open or save Files not attended for more than 24 hrs Pdl from 10.248.80.147 Open Save | T Cancel

Fig.eFile. 40834

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) (Fig.eFile.434).

As a result, the File(s) not attended by recipient for 24 Hrs report is saved at the specified location
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in Pdf format. Now, when the user opens the report, details of all the File(s) which are not attended by
recipient for more than 24 Hrs within particular time duration are generated, as shown in Fig.eFile.435:

Recepient File Pendency Report
‘--’che (01-01-2011 0 20-09-2011)
S.No File Number Subject Sent Date Pending Days Sent By

1 A-50/242011-E8C Allocation and Distributionss.o6-5011 91
of Work amongst officials
- ESC related

2 D-250151222011-E8C REIMBURESMENT OF 1404 2911 181
MOBILE BILLS

3 D-2501811/2011-E8C EPABXTELEPHONE  47.08-2011 3
BILLS

4 D-3002511/2011-CC SMS Gateway and 01-06-2011 1
services for Training

5 D-2501511/2011-E8C REIMBURESHMENT OF 51 475011 &
MOBILE BILLS

Fig.eFile. 40935
Revenue Report:
This selection generates a PDF report that contains a list of the revenue that has been spent in the section(s) for

dispatch.

To generate this report, user has to perform the following steps:

Click the Revenue Report under the Reports section, as shown in Fig.eFile.436:
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Dispatch
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Diary Register
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Dispatch
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-
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- v
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Settings

Fig.eFile. 41036
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As a result, the Revenue Report screen appears, as shown in Fig.eFile.437:

] Favenue Raport

=z
-5
=
=i

wm*

Sedn [y

e

Fig.eFile. 41137

Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit
button (Fig.eFile.437). As a result, Download File box appears, as shown in Fig.eFile.438:

Do you want to open or save Revenue Report-21-09-2012.pdf from 10.248.80.147 Open Save |~* Cancel

Fig.eFile. 412

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save )(Fig.eFiIe.429).

As a result, the Revenue report is saved at the specified location in Pdf format. Now, when the user
opens the report, details of all section(s) revenue spent for dispatch are displayed, as shown in
Fig.eFile.430:
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Revanye Report

e@ffice (01072011 10 67:02:2012)

SiNo.  Orgamzation Name

Toial Expendiature

1 LESNAA

2 LANGUAGE FACULTY

5 TROC

4 SOCIETY CELL

5 OFFICER'S MESS

i Oia DEPUTY DIRECTOR S (48}
7 Oip DEPUTY DIRECTOR St (RS)

8 STORES & SUPPLY

0.0
00
0.0

0.0
0.0
0.0
0o
0.0

Fig.eFile. 413

VIP Details

This selection generates a PDF report that contains a list of the VIP Details.

To generate this report, user has to perform the following steps:

Click the VIP Details under the Reports section, as shown in Fig.eFile.431:
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Dispatch
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Wise)

-

Diary Register
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- v
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-

Dispatch

-

Received Filas

-

Received Receipts

Parked Files

-

Closad Files

v v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
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by receipiant for 24
Hrs

-

-

Ravenue Report

-

Vip Details

Settings

Fig.eFile. 414

As a result, the VIP Details Report screen appears, as shown in Fig.eFile.432:
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VIP Details Status Report ‘

From* @ To* @
Wame of VIR Vip Type Choose One E
Designation Status  Choose One |Z|
State Chaase One |E|

LANGUAGE FACULTY

Section(s)

Fig.eFile. 415

Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit
button (Fig.eFile.422). As a result, Download File box appears, as shown in Fig.eFile.433:

Do you want to open or save |VIP Details Status Report |pdf from 10.248.80.147 Open Save |~ Cancel

Fig.eFile. 416
Settings:
This section helps the user to change the preferences/settings in eFile. The Setting section incorporates 3
modules:
a) Preferences
b) Address Book
c) User Groups
d) Deactivate DSC
Let’s have an introduction about these modules one by one:

a) Preferences: This module facilitates the user to change the user requirement general preferences and
customize as per requirement. Preferences module is partitioned among different sections like:

i. General Settings : It helps the user to modify the General Settings like:

= Max # of records/page: Refers to numbers of records that listed in a
page
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= Template: Refers to color theme of eFile Application.

= Auto Save Duration: Refers to set mode into Auto save while making
any note in eFile Application

= Flash Animations: Refers to if users prefers Flash animation in eFile
application or not.

Alert Settings: It helps the user to set alerts on Mobile, Email or both.

Dashboard Settings: It helps the user to set alert for any particular Sender, Category, Priority
or multiple Categories.

List View Settings: It helps the user to change the default view mode of Files/Receipts. User
can set it to Electronic view, physical view or Default view which comprises of both.

DSC Settings: It helps the user to view the current status of DSC installed to his/her account (if
any).

Customise your settings: It helps the user to customize the DSC setting as per requirement.
User can set it to Authentication mode, signing mode or both which comprises of Authentication
and signing of DSC.

To change the settings, user has to perform the following steps:

e Click the Preferences Link under Settings section, as shown in Fig.eFile.434:

| Receipts (+]
| Files (=]
| Migrate File i+

Dispatch [
| BsE (=]
| Reports (=]
| Settings [=]
| 3 F-‘TeFerern:esE |

A =
» User Groups

Fig.eFile. 417

As a result, Preferences page appear, as shown in Fig.eFile.435:
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Ceneral Settings
Max = of records’page 0. E Tamplate
2 Flash knimaticn

Auts Save Duration(In Sac) =

Alert Settings

Emall sMs W aath L none

& Bk 5t T
1¥] Qut oF Offica Plezze Enter Remarks

Dashbosrd Settings

st slert for sahdar |emarerT) - [=] Gat alart for Categary

:Ju‘Tur.I:.» E;:] Choose Eh:-g::nu

Bat alert for Priotty

[masimum filve]

List Viaw Settings

=

1]
Current Status
Customi ur Settings
- Authentication Signing ' Both

‘ Save | | clsar |

All matters re.¥ |
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ACP ang cther reisted mattes
ACR rolated mattars

AMC & Dgmand

All AMC/FEMA caze=

All Arcounits related matters
Alf Est=ten related matbers

|&ll GPF related

Fig.eFile. 418

e User can change the General Settings, Alert settings or Dashboard settings as per requirement, as

shown in Fig.eFile.436:

General Settings

Max 3 of retorde/page 100 Tamplate

Mute Save Curation!in Sec) Flash Ammaticn

Alart Sattings

' Emall sws ® goth Hene nter Phone Humbsr S1TFENLTS)
Hosnkats Plaase Entar Ramacfs 21 7 =ffiEe y
Dashbosrd Settings

Dt =l=rt for Category

Get alert for sender

Out Todar [¥]

G=t slart for Priority

List View Settiogs

Modz | Elecronies [

Scope | Delault EI

DSC Settings

Current Status

Customise your Sellings

) Authenticstio ) Bath

[Tawy| || imes ]

—

Copyright ©

Bl E
Na =

: & athar related matters
ACR rolated matiers

AMC & Demand
All AMLFSMA c
All & nks refat BiarE
| Exi ralatod matmrz
All GFF related

Fig.eFile. 419
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e After required changes, Click the Save () Button (Fig.eFile.436) to save the altered changes.

b) Address Book: This module facilitates the user to create the group and add new contact/user into that group
which helps the user while diarizing of a correspondence.

To create Group and add users to the group, user has to perform the following steps:

e Click the Address Book Link under Settings section, as shown in Fig.eFile.437:

Receipts (=
Files [+
Migrate File =
Dispatch B
psC (=
Rep-n_rls [+
Settings |.E| .
¢ Praferences
» Address,Book
| F O==1 L:;::]p&

Fig.eFile. 420

e As aresult, new window appears as shown in Fig.eFile.438:

| Add New Group | Show All Contacts All Contacts |dd New Contact]|Delete Contact| 440 :| Choose one B Search :

Groups M (] ¥ Email-1ID ¥ Group =
Training il B ALL CMs il
test group ‘: B ALL GOVERNORS ‘:
Section officer \: B ALL LG \:

B Amit 22@33.com i |
D Amit asd@asd.com \:
B Amit Saini 11@22.com ‘:
D anenymaous \:
[&] CHAIRMAN i |
B CHAIRMAN ‘:
B CHANDA KOCHHAR i
<< <12345678310% > B

Fig.eFile. 421
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e Click the Add New Group () button, as a result new window appears, as shown in
Fig.eFile.439:

Group Name:

Fig.eFile. 422

e Enter the Group name and click the Save button, as shown in Fig.eFile.440:

F T

Group Name: [TRAINING TEAM

Ev[?

Fig.eFile. 423

As a result, a new group is created

Now to add users to the created group:

e Click the Group in which user is required to be added up, as shown in Fig.eFile.441:

|Add New GruupHShnw All Cnntac:t5|

Groups o

TR -"-‘-.INING!]TE-"-‘-.M

e
i

=
g
]
3
L]
g
= [

.,.
.

test group

Section officer

Fig.eFile. 424
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e Click the Add New Contact (L2d9New Contactly 1y ton, as a result, user info page appears, shown in
Fig.eFile.442:

Name =

Designation

Email

Address 1

Address 2

Country INDIA EI

State Choose one E|

Pin Code

Mobile

Ministry Choose one IZI
Department Choose one|E|

Qrganization Choose one EI

Telephone

Fig.eFile. 425

e Fill the required metadata and Click the Save button, as shown in Fig.eFile.443:
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Name *

Designation

Email

Address 1

Address 2

Country
State

Pin Code
Mobile
Ministry
Department
Organization

Telephone

Saveil Cancel ‘

Rakesh Yadav
Section Officer
rakesh@nic.in
Nirmaan bhawan

Delki

INDIA

Delhi

9911112211

M/O FINANCE

Choose unelZI

GPL

]

Fig.eFile. 426

As a result, the user gets added up in the selected group.

c) User Groups: This module facilitates the user to create a group and add user list to that created group which
helps the user while sending a Receipt/File to list of selected users or to a group which comprises of contained

user list.

To create User Group and add users to the group, user has to perform the following steps:

e Click the User Groups Link under Settings section, as shown in Fig.eFile.444:

Migrats File

Cispatch

| Create Group |

= Ciegetiptian
QA Gs Groupt
for eQffite modules

=

sttt
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As a result, Create Group page appears, as shown in Fig.eFile.445:

‘ Create Group | |

Group Name  Description v
55

test group - user group testitttiitit

TD:

Fig.eFile. 428

e Click the Create Group button (Fig.eFile.426), as a result new window appears, as shown in Fig.eFile.446:

[Grolip Name

Destription

Creats

 {5eloct Users from the st to craate user group)

Search
Nams Marking Abbr Org Unit
|71 sUDIe cHaTTERIEE TA{SC) ACMINISTRATION
[T 1AGDISH PRESAD BRAMOLS DA(IFRICEN CANTEEN
MOHAMMAD ASLAM DRALMA) COMPUTER CENTRE
Tl pooCuAM SIHA DPA(PE] COMPUTER CENTRE
| BHAWANA ABHAY PORWAL HI[EAR) LANGUAGE FACULTY
[ BINAY SHANKAR KALA CMO(ESIK) MECICAL CEMTRE
| SAVITRI JHILDIVAL DAIST) CONTROLLER OF SXAM
| SUSHILA RAJORT EPAENOP(SR) ELECTRONIC & COMMURICATION
|| vINcD PRASAD UNIYAL EPARXORIVAL] ELECTRONIZ & COMMUNICATION
MALKTT Sifigh ALID(MS)

LIBRARY

Fig.eFile. 429

e Enter the Group name and description(if any), click the Create button, as shown in Fig.eFile.447:
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[Grolp Hame TRAINING TERM
for e0ifies modules

mastription

Creats

{Salact Usors from tha st to craato user group)

Eearch
Tams Marking Abbr Org Unit
|71 sUpie cHATTERIEE TASC) ADMINISTRATION
7] 1RGDISH PRASAD BARMOLA DALIFE)CAN CANTEEN
MOHAMMAD ASLAM DPAIMA) COMPUTER CENTRE
5 poouam sEHA DFA(PE] COMPUTER CENTRE
] BHAWANA ABHAY PCRWAL HI{BAP) LANGUAGE FACULTY
| BINAY. SHANKAR KALA CMO{BSK) MEDICAL CENTRE
| BAVITRIIMILDIYAL DA(ET) CONTROLLER OF EXAM
| SUSHILA RAJORI EPABNCP(SR} ELECTRONIC & COMMUNICATION
| | VINCD PRASAD UNIYAL ERABNOR(VFU] ELECTRONIC & COMMUNICATION
2] MALKIT SINGH ALID(MS) LIBRARY
Fig.eFile. 430
As a result, a new group is created
Now to add users to the created group:
Click the Group in which user is required to be added up, as shown in Fig.eFile.448:
F ]
‘ Create Group |
Group Name  Description v
TRAINING TEAM far eOffice modules
3 T
55
test group - user group testifttitttt
s

Fig.eFile. 431

e Select the users from the list which needs to be added up in the selected group and click the Save button,
shown in Fig.eFile.449:
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Troug fizms
Dsasriztion
(Salact Usars from tha st to :n.la-ta UEGF GrOGR
Sumich

Name Marking Abbe Crg Unit
|7l Sunre CHATTERIEE DA(SC] ADMINTETRATION
[#]  1AGDISH PRASAD BARMOLA DA{IDE AN CANTESH
[#]  MoHAMMaD asLam DRa(ME) COMPLTER CENTRE
¥ Poomas sima orajEs) COMPUTES. CENTRS
;’-2, BEAWANA ASHAY PORWAL uifsar] LANGUAGE SACLLTY
(7] BIt SHANKAL KALA MoK MECICAL CZHTRE
[ SAVITRI HILDIvAL GALGE CONTROLLER OF DXAM
7] SuSHILS RAIORT ERRBXOP{ZR) ELEUTRONIC & COMMUNICATICN
=1 VINOD PRASAD LINTYAL ERAEXCOR(VPU) FLECTROGIC K COMMUNICATION
7l Mk smei KL1o(ME) LIERARY

sy FEI

Fig.eFile. 432

As a result, the user gets added up in the selected group.

Deactivate DSC: User can delete the DSC enroliment through Delete link and for Activation link
Activate can be used as shown in the Fig.eFile.450:

| ‘1 Slgilay Caitifiats
Heceipts =]
Certificate Information
Files =
—=n & ShNa. Certificate Enroll Dte Usr Name
BUNTL KUMAR's TITC Certifying Autharfty TO - 14 RAWESH KLUIMAR
ko - 2 SUNIL-KUMAH'z NI Certifying Autbarity 10 BAMESH KUMAR
T5C =l SUNIL HUMAR
=t I 4 SUNIL XUMAR'S RAMESH KLMAS

& Bl o IR

F RAMESH K

? RAMESH KUMAR

E R AMESH KUMAS

3 ninigse poma

10 RANESH KLMaR

u A ks

12 RAMESH KUMAR

18 EUNILACUNAR"S - 1stoseas RAMESH KLMAS

Fig.eFile. 433

Search:

It has 2 links to perform search operations with respect to active tabs

e Search
e Advanced

Multiple Actions can be performed on selection of multiple receipts/files/dispatches respectively.

Search:

In Search user can perform the findings of the records with respect to active folders
has to be searched receipt number should be mentioned in the search field and search is done with
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respect to receipts only in such ways it is with other tabs also as shown in the figures.

Search is performed with respect to active user's modules only not section wise.

e Type the file number to search from File Inbox and the resultant file can also be opened as shown in
the figure Fig.eFile.451:

QT & whhimr fim e e — VOl Advanced | i | Dastooacd)

Smmreh Heambts | Filmf nhes |

- Computer fio ™ Flleta ™ Semect ™ Quner ¥ Bencaoq * Gencar

| =13 A Testing of deaft ALKA & KLLKANTT LRI 1T DEETA THANMA |

» Fhyscal Fie

o Frmm Fesien

Higrate File e
mapateh =
tee &
Heprrts T
it ]

Fig.eFile. 434

e As aresult page is opened through View action as shown in Fig.eFile.452:

File Huss HEWELLASACH
‘oking | Corespondence | Deafl | Refererices | Link | Detdil | Movements | Edit [FSend  Mare Retion | Créats Valuma | Mete Detads |

o AT i

|
FmE

[B |24 Green bote |4dd Yellow Note

Fig.eFile. 435
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Advanced:

Search is categorized into individually and it has 3 links to perform operations for Advanced:

Advanced Search is performed Globally, Section wise and Hierarchy wise. By default, search scope is
global. In the configuration settings, scope of the Search can changes as and when required.

Let us see in detail Receipts, Files and Dispatch.

¢ Receipt: Search a receipt depending on any factors as shown in the figure Fig.eFile.453:

eF e swemen tlb syt oo | T sabwunpwd | Mol | s
Seaedi for [Receipt - |
Year f2mz Leties Date T7 To] G
Lzamprter Mo ary Do 10| i
. —
Receipt o, B2ET(THRI2ICC Hocarvad Dot o To| [z
Rul]atios No ! Haznn of Sumefioe |
bt ‘ ‘ Thesignationt |
Wi Catapyory [Chaose one =] Minisiry Chaoss w2 |
Sub Culepory [Fihnse Dine =] Diegsutine] Chooss ane -]
Delivery Mo [ Choase one I Ouganisiian Chaosa anz =]
2| Deaing Hana [Chonze Gne [=] Addriss |
& | oy [Chagze one = Stale Chooss Onz =
i P
G| || Search Fizcalpts (&)

Fig.eFile. 436

e As aresult the receipt which can be under actions of Send, Receive, Pull Up and Reopen as shown in
the Fig.eFile.454:

| ssarct or | Rncall = |
Yaat [EdE Lutton Dt [ [ to] Tl
Computer No I | Diiary Date [ f 1o i)
Rezolpt no, 5408120121 F | Recrvid Dt [ ik | | mal
RuflLettar No I | Hamw of Sender | |
subject [ | o [ |
Main Calogury ICnuuse u'.ug El Minvistry | -C!.\uu_a_s.ail.a. El
Sub Categary [Chnoze One [=] Iepartment [Chaas= ane [=]
Dativery Mode |_{;I'_|_o_oga ang |T| Organisation |_gl10as:: ona m
Desfing Hand [Choose One [=] Adiress | |
r T
ity |Chzose ans [=] Slate | Chugss One [=]
|
I Search Racsipts
! 2arch Racaipl I E]
[P | petans | Chasss Onal=] |
T = ComputerMo =  ReceiniNe. - Subjsct - Path - Sandhr »  Dianilats ~+ Letter Oatz~ QwiwT b Szction
&1 P 8408 §4002012LF wawerwe  Recmolinbos ltriya, rmwr, wiredl Depattment of Passonndl and Training, LBSNAA WHW 221218 ALEA A KULKARNI LANGUAGE FACULTY

Fig.eFile. 437
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e Ron right click of record ,it displays the actions which can be performed instantly for record as shown in

Fig.eFile.455:

I Print Actions ‘_C_hoc_aa_D_n_aE
O - Computerfo- ReceintMo -  Subjart ~ Dath - Sender Diary Date - |=ttes Date ~ ramier Section
Fl P s mmuE Racelpinio:  ulrva T waeirt Departmant of Parsannel ang Traming, LBSHAA, WRW 2008121218 ALKAAKULKARN|  LANGUAGE FACULTY

il Reteve
Fig.eFile. 438
e Click on Details link to display Details as shown in Fig.eFile.456:
5
Details & Movement
Feceipt No : 8409/2012/LF
File No :
Subject : WSrwWerie
From : kutriya
Designation : e
Address : wirretrt
Main Category : Deparmental Security Instructions including Access Control System
Sub Catagory :
Sent Date : 28/03/12 12:13
Letter Refarance No :
Letter Date :
Sent By b Sent On - Sent To - Action Remarks ~
ALKA A KULKARNI 28/05/12 12:19 ALKA A KULKARNI Forward

-

Fig.eFile. 439

To perform any action Receipt should be in Received Mode.

e Send: To perform Send operation receipt should have been in Received mode as shown in the

Fig.eFile.457:

®

Adtinns - | Choose One E

Search for _Rer.ewl_ =i
‘ ‘ ] Alert
Firt | D o wish 1o £2nd thee teceiple?
i) e Mole T unnsteved t6cmpls il be nuahes s recsivet belore sending
I Computer Na Receint No Submet - [ Ton ;\ cancel | {er Dati: Owmar
| @ E amn ERnRICE HIKH R ALKA & KULKARN)

Secfion
LANGUAGE FACULTY
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Refer Send process in Receipt Send/File Send (as shown in Fig.eFile.457):

¢ For the respective receipt Send window appears as shown in Fig.eFile.458:
|.s-mn-_mrE £ T -ﬁ =

[ | Avions [ Chosss Unel |
TR T Btchit i, = Suldesy - Path = Sntidal = Diiry Ditte * Letbt Dot~ = Dt = Sactim
¥ & e R el ke LSRR FACLLT Y
_— -
S ([

Currwes ke mRH{1] fE3fEE

e sikih

I

|l satmvenio 3 o smmran incipentn.

— Wi Nl it el

Fig.eFile. 441

o Receive: If searched receipt is unreceived it can be received from receive action as shown in the
Fig.eFile.459:

| earch for[Racelt I

Year 112 Letfar Dats ‘—m To ;—E
Computer No [ | Diary Date  n |—E
Recaipt no. [E2ariantaee | Recsived Date C  Fn E
RetLetiar No | | Mame of Sendes [ |
Subjert [ | \ |
Wi Categary [Choose one =l Ministry |Choosz one I=)
Sub Category |ChuosE One 3 ‘ Choose onz EI
Dellvery Moda [Ehoose one =l Orgsnisation [Chose ane =)
Dealing Hand |Choass Cne T+ Address [ |
ity [Chaoss ana =] Sttty | Cheosa Ona =l
| (o]
i | actions [Recewe =]
i = L OmpIE - Racqint No, »  SublEt - Puth - Sendor = Diary Dot = Lomerbate - Dwngr C Sbelion =
¢ Eomin ) IRM Receipinbox UG, HIKH D40812 0328 - ALKA A KULKARNI LANGUAGE FACLLTY ‘

Fig.eFile. 442

e Pull Up: The receipt will be pull up and redirected to Receipt Inbox as shown in the Fig.eFile.460:
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Search fur m ‘

Print Actons - Choose One

Choose One
0+ Computero ~ ReceiptNo.  ~  Subiect + Path v Sender v DiaryDate ~ +  LefterDate ~ QOwner v Section |Send

Receive

[ il s00aLF ud Receiptinbox it it 200912 0857 : ALKA AKULKARNI LANGUAGE FACULTY

Fig.eFile. 443

¢ Reopen: Reopen action is performed on closed receipt with remarks as shown in the Fig.eFile.461:

anioRepl ] @\

Alert
; s receipt? !
P @ e you sure you want f re-apen i receip!” s ChooseOne
v ComputerNo ~  ReceiptNo, v Subect v Path ; o Date v Quner v Seelion v
i Computer N Receipt N b Palh R L Letr Dat 0 Secti
1) S300120F foffeh ReceitiChosed ALKA A KULKARN [ANGUAGE FACULTY

Fig.eFile. 444

e Reopened receipt is redirected to the Receipt Inbox as hown in the Fig.eFile.462:

[ate Rangs : 0570972012 To 20/03/2012
o B - i g - e S -
| Rezeye | Reply | Forward | But inz Flle | View | Move To | Mark Az Copy | Clase| Cispateh | Riesarchical Viaw | My Racuipts E[ |

b Broiaze & Diariss

+ physieal ] = Receipt No. = Attachments Subtest -~ Sender  vSentlly  Sent On vDugQn v Quick Action:

+ Elechronic P P ANOGINF tHt it ALKA A KULKARNL{LI{AK)),LF,LBSHAA 20/09/12 09:57 - B¢
[Ee] II‘_‘ Pk Tahfgh o ALKA & KULKARNL LI ARK)) L7 L3ENAA 20/09712 03158 . BEa¢ I
} Emal Diansation s ¥ HIRH cule ALDK PANDEY(SRP(AR}, CCLESNAA 12/03/12 0827 . ENe
) Croatad
§ Sant
b Clossd
¥ Atknéwiedgement I
) Recyce Bin
Files =
Migrate File ]
Diapateh ®
DSC &
Repurts =
Settings i

LEGEND ] Ot Tedsy | Mot Immedlate | Immediate Grdlnary

Fig.eFile. 445
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Send : Send is performed for received receipts
Receive: Receipt should be in receive mode.
Pull Up: This action is performed from Inbox of person in respective section.

Reopen: Closed receipt can be opened with Reopen action

All the above mentioned actions can be performed,if any of these actions are required to respective
receipt.

File:

¢ File can be searched with any referenced categories as shown in the Fig.eFile.463:

o

Year mo ] CampterNo ]
Fie, DTS Suel ]
Presious Reference /:\ Later Reference ]
Calegory Chaose e B Barcode o
Sub Category Chaase one B
Opering Date ‘ EI(}‘ fi
= n

Print Artions | Chaose OneEJ
[+  Compuere -~ File No. + Subieed - Dt v Opering Oafe = Quner v Section
I F u% AN DZ012LF-LESNAL seisas File/Inbox A0y ALKAA KULKARNI LANGUAGE FACULTY

Fig.eFile. 446

e To perform instant actions on searched file User can View ,Details and Send as shown in

Fig.eFile.464:
Searrh for | File - |
| L]
[—P?’II Actions :|Chaose E-]-ME |
il - Computay No - File Mo, - Subject = Path - Opanlig Date - owner - Soctio))
i E M0 PR LT sad FilesCraaten 28M31 21124 ALKA A KLLICARNI LANGLIAGE FACULTY

Fig.eFile. 447
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e To view the file click on View action as shown in Fig.eFile.465:

sk

ence | gl | Relaiincas | N | Detali | Mavaments | 541 | Send | More Acioh | Creata Volime | ore Betal |
FOe

B odd Grewi nots (2 |Add Yalloin Hite

Fig.eFile. 448

e Clcik on Details action as shown in Fig.eFile.466:

Details & Movement

fle C/7/2012-LF-LBSNAA Subject:  sad

MNumber :

Opening r ) )

Date : 28/09/12 11:24 Remarks : aa

Main Sub

Category : Categary :

Previous Later

Referance @ Reference :

[ File Movement History ]
Sender ~ Sent on ~ Sent to ~ Action ~ Remarks b

Fig.eFile. 449
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Send: Send action is performed to send file.

Receive:Receive the physical file to perform other actions
Pull Up:User can Pull Up the file either from active user or section wise.

Make Active:Closed files can be made active by Make Active action.

All the above mentioned actions could be performed for the respective selected records based on

permissions available to user.

Make as Active:

e Closed file can be made active with Make as Active action as shown in the Fig.eFile.467:

swchinfle

Confim

U

0 = Computero
P

¥

File No.

ADMANZOIAF-LBENAR

sefsada File/Closed

@ fre:you sure you want fo make the fle's) active?

-

o2 0a3

ctons | Choose OneH

Owner
ALKA A KULKERN

¥

Section

LANGUAGE FACULTY

¥
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e Activated file is redirected to the File Inbox as shown in the Fig.eFile.468.

Date Rengg : 05/09/2012 To 20/05/2012
Raceive  Reply | Forward | View | ‘Move Tz | Mark As:| Mare Action | Create Volume: | Earcode Mizrarchics) Vimw | My Fies ['_

Aacwipts

il

Fileen

I = Humipisr = Subjsct = Seidar = Zont o = Diie O v Read O ¥ Quick Action
. IS =
[E Bae |

o, P A8/ 1030034 F BIHIA scivada ALKA B EULKARNI LIFAAK ] AF, LENHAR 20/08/12 0337 - ;umf_r:uzis
Crass

4 Drafz

+ Completed
# Barked
¥ Clogad
» San0

» Phyzical Tie

+ Craata Hauises)

+ Creste Shadow File
¥ Créate Dart

| Qut Today | ] Moat Immadiats L Immadiats J Qrdimary
» Crente Veiume FERE, i i

¥ Racycle Bin
Migrats File

Dispatch

Fig.eFile. 451

Dispatch:

Receive :This action is performed by CRU or permission available to user
Resend:This action is performed by CRU or User if required.

e Dispatch can be searched through dispatch number as shown in the Fig.eFile.469:

| searh fo [ Dispatch =l
Year a1z Name of Sender [ |
Dispateh o, (IR | Designation [ |
Subject | Ministry EET =
File Number ‘ |Chunse ane Tl
Recaipt Numbet | 0 |Chossa ane 7]
Dispatch Dale [leke [l City [Choose one =]
Addross L - | Stata |Choose one =]
Search Draft | @
[ Print Acbans* Choose One =]
i Dispatch No, = FileNo +  ReceiptWo ~ Subject -  Addressee - Sends - Section > Dispatch By L Statuy
[l P2 AVI0TINZ02LF LESNAA R RS ALKA & KULKARN LAMGUAGE FACULTY ALEA A KULKARNI Izgued & Dispatched

Fig.eFile. 452
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e Dispatch has 2 actions Receive and Resend as shown in the Fig.eFile.470:

On the right click of the Draft user can perform Details and View action only.

Search fur m

Pi Adors Choose e v
[ DispatehNo. v File N v ReceptMo v Subiect~  Addmessee v Sender v Seetion v Dispatch By~ +
D |||||||

0o A0 BSNAA mio el ALKAA KULKARN LANGUAGE FACULTY ALKA A KULKARN) Issued & Dipeieren

Fig.eFile. 453

Hierarchy Search

Hierarchy search is basically reporting level Search(File(s)/Receipt(s)/Dispatch(s) as follows:

Level Top Level Middle Level Lower Level
Top Can View All Can View All Can View All
Only when sent /received with
Middle No privileges each other Can View All
Lower No privileges No privileges Only when sent /received with each other

Let us see in detail the process of Searching on Hierarchy-wise.

Top level authority can view and perform all sorts of operations for the File/Receipt/Dispatches created by Next
level reporting.

Example Padamvir singh is the Top Level Management authorised to view and operate the created
File/Receipts/Dispatches of Alokp who is reporting to Padamvirsingh as shown in Fig.eFile.471:
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eFile swecteanic e sptem

)

Advanced

Help | S=shbosrd

i
| Zearch full Receip > !

e Enter the Receipt to Search(Created by Alokp) and select Pull Up action as shown in Fig.eFile.472:

| Yoar [2012—| Latter Date Eﬂ !o| I'E'

[Computer No Diary Date I 10 | |

| Receipt no, E40220120R ] Received Daty & 1o =

| ReRLetial Ho — Naie of Seritier - |

| Subject [ Designation | |

Mﬂm Categony |E‘.I_1_ug_s_a one E‘ Ministry |Choose one E|

| Sub Catagory |Chosse One EI Deparimet | Choose ong X
||| |DsliveryMods |Chosse one = (Chruanisation [ ]
%l | :(reannu Hama |!’,:_I]go‘_s_g One ILI Address |
;E : State | Choose Ong |E| ity |
i I Search Receipts | [&]

Fig.eFile.471

e@ffice

Sl . s e

eFile: smcremc e aprrem

PADAMYIN SINGH 0[8 -

S=arzh

2

Mebz || DesHbsard

Advanced |

e A pop window appears as Pull Up Alert and Click Ok button as shown in Fig.eFile.473:

Copyright © NIC, 2012

| sw:umr|EsceIE =]
Tear @7 Letter Date | ETu[ m
Computer o [ | Diary Date [ [ 70 =
Recaigt n6. 8499/2012010 | | Received Dale I 1o =
RafiLatter Ho | tlame of Setidar [ - |
Subject | Designation | i
Mmin Categary [chonse one =] Mimstry | Choose one [=]
Sub Category |Ch1)osa One :| Department | Choose cne [:I
= Defrvery Mode Chopse one _T_l Orpanisation | |
2| |veating Hana Chaoss One. =] Address i il
E || State Chooss One =] city [ ]
gl (SR ] &
E Adiznz - Chooss DnsiT]
Choose One
m - Computsr o R=caipl No. - Subject - Path Sendet [Dhary Dale Listter Date Ownar - Secton |Sand
57 Foaagg SHBHI01 TR W | Réceiptintox W w 1102 1048 ALK PANCEY COMPUTER CENTRE ?ﬁs'f-.
= it s
Fig.eFile.472
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Pull-Up Alert

The selected receipt(s) will be maoved to your inbox
Mote : tems already with vou wil not be pulled.

Pull up
Remarks *

IE Ok I | Cancel

Fig.eFile.473

e Pulled Up receipt is shown in Normal font (earlier Italic font) and click on receipt as shown in Fig.eFile.474:
| PE] acions 1| Choose One (=
i Sublect - Path - Sender - Diary Gate - Lettar Bals Dwiner - Section - |
il 2 W 1 Recsiptinpox LW, LW 1110012 10:48 PADARMVIR SINGH Oiz of DIRECTOR
Fig.eFile.474
[ ]

As a result Receipt(Searched) is opened to perform any operations on it by Top Level as shown in Fig.eFile.475:

PADAMVIR SINGH DI~

Saargh | Fu Advanced |- #ap | Deshbosrd

iente | Bataile | Edit | Forward PUtina Fils | Copy | Clos:

Recaiat No, |

Subg=tt Pk 1
From "
:

Court Cases

bar Refarsnce fio |

Latter Dabs

o

Z|

&

o

u‘ﬁi = Subriset = Disoal =] = Sent Througs ~ Digtinteh Mode

= Siibrimet + Attnched by = ramiArks
=d3ng ALK PANDEY a E
- Relnsiet B = Suriet = Abtachied by = Afmched Dmls - jemarks -

Detach Receipts

> Eecepl fi ¥ Subiac * Distached by ~ Detached Date

Fig.eFile.475
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Middle Level Management

Middle Level has searched a File of Lower Level and Pull Up the file to perform operations as shown in Fig.eFile.476:

e@ffice
S st i
eFile wisctsanic nis syavmm Semrch | e Adwmnced | b=l | Deskbostd
Search for | File x I T
I Full-Up Confirmation
Year 2012 : .
The ssleclad Tels) will be moved b your intos e —
Filo po, 2RI CCLBENAA a Meste : Her. nirsady wilh yirg wil nol e puksd |
Previcus Relaence L ! Pull up >
Categery Choose one |'i emara * =
Sub Category Chaose one I ']
oOpenng Date T Ta | Tirl -y I ——
Search Filea | &.]
2 = action= | Chasse One[x]
&l :
= l | il - Computar Bo - el - Sptigect - Eaih Ogening (e - Owner - Section
— L] P 2310 2ERG12-00) BINAA zuffe filz Filefinkos, 17020233 AZHIM KULKAR DEBMATH COMPUTER CENTRE
Fig.eFile.476

e Searched File is Pulled Up in the Inbox of Middle Level and click on File No as shown in Fig.eFile.477:

Adtions - Choase Ons =]
- Computar No - Elid e - Subiset - Path - Opening Date - Ownar - Saction -

zuife fite Fitelinba 11042 0203 ALOK PANDEY COMPUTER CENTRE

Fig.eFile.477

e Asaresult File opens up to perform any operations as shown in Fig.eFile.478:
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e@fﬂce ALOK PANDEY 52

e

EFEIE starrs s Bla-nerinm, Saarch pel Advapeed | Helo | -Dashboard
73, - SREA

| Deteils-| Edit | Send | Dispatch | More Astion | Craste Volume  Copwert Tike |

2/8/2012-CC-LBSNAA Shibsjuet = slfe fils
Remathe zulfs fite

TIF10/12°02:3

Sup Catagary

Frevicus Hafarance | Latar Hafaranca |

Part Files Created

Pert o * Crested Qo - Barmarks

s e
Bace gt/ Tesye Mo

| EXPAND

= Siibrmrt

Cismaizh Nember. ~ Suimeg ~ Sgntig = Qisgazch Qo = Sant By * Gisgscoh Made = fla=arks

Tinked Files
|

ul - Fil= fumber

Fig.eFile.478

e Lower Level Can View the Searched File(Middle Level but not Top Level) whereas cannot Pull Up the File as hown in
Fig.eFile.479:

Its only Top Level having authority to perform operations on File/Receipt/Dispatch created by Middle Level and
Lower Level.

c@ffice — A
el ipeoed
eE L sechmes: tacrxin Sanich FER Aidvusced | Help | Dashiosed

searchtorfFiz__ [+] e

Yoar |2012
- 6 Actlon nat atlows for selected femis)

Fiie no, 2(6/2012-CC-LBENAS L1 |
[t ettt muu %
b i

Previons Reference |

Catggory [Choose one =] St ]

Sub Categary [Chaose ane =]

Dpeniny Date | m To | E

| Ssarch Fils | &)
a " -
= Prnt | acnignz- | Pull Up 5
=
b ! Il =) Comouter No > EllBig. = Sutipct - Eaih = Qnaning Dale - amar b Foction i
7 T sl Filaitent nafree 1028 ASHIN KUMAR CERNATH COMPUTER CENTRE

Fig.eFile.479
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Middle Level an immediate reporting to Top Level can view but cannot perform any operations on created
File(s)/Receipt(s)/Dispatche(s).

Lower Level Management

Example Alokp(Middle) is reporting to Padamvirsingh(Top) and Ashim(Lower) is reporting to Alokp.

e Alokp is authorised to view the work of Ashim whereas Ashim can view but cannot perform any operations on any of the
work of Alokp as shown in Fig.eFile.480:.

ASHIM KUMAR DEBHATH CEOAKD]

e@ffice

- oA pasiize

eFile steseremee pwayszem. . PR sz Aduancel | Hain | Deshbsard
Sarich for
Year 2012 I
"Fil2 no. afeanizCeLashAs] | Compaiter Ho
o | ater ek [
\Category [Choose one [=] Subjoct
Sub Category [Chooss ons [=]
Dpenma Date | 7o | E
@
=3
B
iz
|
el
x| I
el
Fig.eFile.480

e Searched File is found hence cannot Pull up in Inbox of Lower Level User as shown in Fig.eFile.481:
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ASHIM KUMAR DEBNATH DEC{AD)

Saarch Fel Advamesd | pele | Dashbosrd

Search for | Fil i
= en | [#
| Print @ Acfion not alicwed for seleded temis) Sclinos ’_jF'uI'I Tp =
— =T
0 = Computer Mo = - Sbg b - [sl7iiTT} = Section =
(3} P20 S0 -C0-LASNAS mife file Flrement 702 020 AGHIM KUMAR DEFMATH COMPLITER CENTRE

EXPAND

Fig.eFile.481

Same Level Hierarchy
Same Level User can view the File(s)/Rceipt(s)/Dispatche(s) only when sent and received to each other.
Example Alka and Alokp are reporting to Padamvirsing so Alka is at same level with Alokp .

e Alka cannot view any item searched as shown in Fig.eFile.482:

ALKA A KULKARNI LOCIKS) v
Gamich] PSR #dvaoced | Hete | Dashboard
vear iz |
File no. BI212-COLBENAA Compntar No ]
Breviona Heferente | | Later |
Catogory Choose one =] Subject
Sub Catagory Choasa ane |
Opening Date 0 1o il
E———
4 Search Files |
] | Se iles | @;
ol =
§| [ Boint | #eligns | Choose One =
E;| I ‘ F - Compuis) o o Fil= Ho. - Subject Pathi Ogeming Date - Dneatel - Saction -
Fig.eFile.482

e Alka can view the searched file when it is received in Inbox from Alokp as shown in Fig.eFile.483:
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e@ffice —

it i

eFile siestmms ninaystem Eaarh | | & Advmnced Wit | Dmshboard

B a—c —

[ Print | Mtlers - Chaose One | =]
1 - Cotnputer Ho = Fila o, - Subect - Balh - Qpeainy Daly = Chwner = Seclion -
=] B0 P I5 ults fie Fhefnnox 170M2 033 ALKA A KULKARN! LAMGUAGE FACULTY
o|
.z |
x|
Zx| I
{5
Fig.eFile.483
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Add note, 152

Address Book, 228

Age wise Pendency
Reports, 280

Alert Settings, 225

Attach File, 23

Attach Receipt, 26

Attaching Reference, 179

Closed
Receipts, 72
Closed Files
Reports, 261
Closed Receipts
Reports, 264
Convert File, 144
Copy, 22
Create New (Non-SFS)
Files, 113
Create New (SFS)
Files, 148
Create Volume
Files, 95
Created
Files, 99
Customise your settings, 226

Dashboard Settings, 225
Delete
receipt, 75
Detach
Correspondence, 123
Details, 16
DFA, 170
Diary Register
Report, 239
Dispatch
Reports, 251
CRU Dispatch, 219
DSC
Digital Signature Certificate, 206
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DSC Registration, 206
DSC Settings, 225

Electronic
Electronic Receipt, 11

File Movements
Reports, 245
File Register
Reports, 236
Files, 76

Inbox
Files, 77
Receipt Inbox, 29

Link and De-Link
Files, 127

Mark As FR, 120

Mark As PUC
Correspondence, 118

Merge, 96

More Action, 90

Move To, 39

Movements, 16

Officer Dispatch, 218

Parked, 105
Parked Files
Reports, 259
Pendency Report
Report, 242
Physical
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Physical Receipt, 11
Physical File, 113
Preferences

Settings

Preferences, 225
Print Envelope, 218
Put in a File, 20

Receipts

Definition, 7
Receipts Movement

Reports, 248
Receive, 222
Received Files

Reports, 254
Received Receipts

Reports, 256
Recycle Bin

Receipts, 75
Reports, 235
Restore

Receipt, 75
Returned

Issues, 218
Revenue

Reports, 277

Scan and Diarise, 8
Sent

Files, 107

Sent Receipt, 65
Settings, 225

User Groups, 232

View Draft, 53
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